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Ready  to  Work 


''Now  I  understand  about  how  jobs  are  changing  in 
Canada.  It  isn't  the  same  in  my  country." 

Chuol 


n  the  I 
/hen  the  j 


Leona  and  Joe  were  ii 
same  literacy  class.  When 
course  rmisned  tney  needed  to  find  jobs,  joe  thought  it 
would  be  impossible  for  him  to  find  a  job.  Leona  was  more 
positive  than  Joe.  She  knew  it  would  take  time  to  find  a 
job  but  she  thought  she  could  find  one.  She  guessed  it 
would  take  three  or  four  months.  Leona  tried  to  encourage 
Joe.  "You  can't  just  sit  around"  she  said.  "Nobody  will  find  a 
job  for  us.  We  have  to  do  it  ourselves.  Maybe  we  can  help 
each  other." 


BELIEFS  AND  ATTITUDES 

Here  are  some  of  the  things  people  say  about  jobs  and 
employers.  Read  the  sentences.  Then  put  a  check  beside  the  ones 
that  you  sometimes  say  or  think. 

"There  are  no  jobs  for  people  like  me." 
Q     "They  all  want  someone  with  lots  of  schooling." 

"Employers  are  prejudiced  against  people  like  me." 
Qj      "Nobody  wants  to  hire  me  anyway." 


Can  you  think  of  1  or  2  other  statements  you  might  make  about  jobs  or 
employers?  Write  them  here. 


These  are  people's  beliefs.  They  tell  about  people's  feelings  or  ideas. 
They  are  not  facts. 

How  many  boxes  did  you  check? 

If  you  checked  1  or  2  boxes,  you  have  positive  and  negative  beliefs. 

More  information  about  the  job  market  will  help  you.  There  are 
different  kinds  of  jobs  for  different  kinds  of  people.  Employers  are 
looking  for  people  like  you  to  fill  certain  jobs.  Employers  always  want 
good  workers. 

If  you  checked  3  or  4  boxes,  you  may  be  feeling  negative.  You  need 
to  try  to  change  the  way  you  think.  If  you  think  something  is 
impossible,  you  will  not  try  as  hard.  You  really  won't  find  a  job  if  you 
believe  that  nobody  wants  to  hire  you  or  that  there  are  no  jobs.  Your 
negative  attitude  will  show  in  the  way  you  speak  and  in  the  way  you 
act.  Employers  will  be  able  to  tell  that  you  do  not  have  a  positive 
attitude.  A  positive  attitude  is  very  important. 
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Do  you  agree  or  disagree  with  these  two  statements? 

"Most  jobs  are  boring."  yes  no 

"Bosses  want  to  take  advantage 

of  people  Hke  me."  yes  no  I  || 

There  is  some  truth  in  these  statements.  They  are  not  completely  true. 
For  example,  all  jobs  have  boring  parts  to  them.  Some  bosses  do  try  to 
take  advantage  of  their  employees.  Let's  try  making  a  more  positive 
statement. 


NEGATIVE:  "Most  jobs  are  boring." 

MORE  POSITIVE:  "Most  jobs  are  partly  interesting  and  partly  boring." 

NEGATIVE:  "Bosses  want  to  take  advantage  of  people  like  me." 
MORE  POSITIVE:  "There  are  good  and  bad  bosses.  I  have  some 
control  over  the  way  people  treat  me. 

A  negative  attitude  makes  you  feel  DOWN 

A  positive  attitude  makes  you  feel  UP. 
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Put  your  shoulders  back  and  your  head  up. 
Think  of  something  funny. 
Smile,  then  laugh. 
How  do  you  feel?    Do  you  feel  better  or  worse? 


Here  is  quick  test  for  you 


Statements  give  a  message  about  the  people  who  say  them.  If  you  say, 

"I  was  just  a  labourer  before"  or  "I  was  just  a  homemaker" 

you  are  sending  a  negative  message.  You  are  saying,  "I'm  not  very 
important.  I  haven't  done  much." 

Try  saying  the  same  sentence  without  the  word  "just". 


I  was  a  labourer. 


II 


It  shows  more  confidence.  It  makes  a  positive  impression. 
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Employers  want  employees  with 
positive  attitudes. 


Positive  attitudes  are  good  for  business. 

•  Positive  employees  ask  questions.  They  know  that  it  is  o.k.  if 
they  do  not  understand  everything. 

•  Positive  employees  are  polite  and  friendly  with  customers. 

•  Positive  employees  like  to  learn  new  things. 

•  Positive  employees  get  their  work  done. 

•  Positive  employees  are  proud  about  the  work  they  do. 

Write  an  example  of  a  positive  employee  you  have  met.  For  example, 
someone  like  a  clerk  in  a  store  or  a  gas  station  attendant  who  helped 
you.  What  did  that  person  do?  How  did  that  person  make  you  feel? 


What  is  your  attitude  toward  work? 

Rate  your  work  attitude  by  marking  an  X  on  the  line  below. 

Not  Very  Positive  So-so  Very  Positive 
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Employers  want  people  who  can 
work  well  with  other  people. 


We  all  work  with  other  people.  Some  of  those  people  are  co-workers, 
supervisors  and  customers.  In  many  companies  people  work  together 
as  a  team. 

People  who  work  well  with  other  people  do  these  things: 

•  They  do  their  share  of  the  work. 

•  They  help  other  employees  when  others  have  a  lot  of 
work  and  they  don't. 

•  They  ask  for  help  when  they  need  something. 

•  They  see  the  positive  side  of  the  people  they  work  with. 

•  They  try  to  understand  other  people's  points  of  view. 

•  They  pay  attention  to  the  feelings  and  views  of  their 
co-workers. 

•  They  try  not  to  say  things  that  will  hurt  other  people's 
feelings. 

•  They  make  positive  suggestions  for  change. 
Who  have  you  worked  with? 

(for  example,  customers,  co-workers,  supervisors,  children,  tutors) 
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How  well  do  you  think  you  work  with  other  people? 
Mark  an  X  on  the  line  below. 

Not  Very  Well  So-so  Very  Well 


Write  one  or  two  sentences  about  a  time  when  you  worked  well  with 
other  people.  Your  example  can  be  about  paid  work,  volunteer  work  or 
some  other  group  activity. 
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We  usually  feel  more  positive  about  something  when  we  know  the 
facts.  You  need  information  about  jobs  and  the  present  job  market. 
This  information  will  give  you  an  idea  about  looking  for  work. 
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JOB  REALITIES 


Jobs  are  always  changing.  Some  of  the  jobs  that  people  used  to  do, 
such  as  elevator  operator,  do  not  exist  anymore.  Different  kinds  of 
changes  create  new  jobs.  You  will  read  about  five  changes  that  are 
important  these  days: 

1.  A  changing  population 

2.  A  global  economy 

3.  Changing  technology 

4.  More  service  jobs 

5.  More  part-time  and  temporary  work 


1.  A  changing  population 

Have  you  noticed  any  changes  in  the  population  of  your  community? 


The  population  of  Canada  is  changing  in  many  ways.  Families  are  not 
as  big  as  they  used  to  be.  The  population  is  getting  older.  People  are 
living  longer.  Soon  there  will  be  more  old  people  in  Canada  than  there 
has  ever  been  in  the  past. 
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People  from  many  countries  will  continue  to  immigrate  to  Canada. 
Canada  needs  immigrants  to  keep  its  population  at  the  present  level. 

More  women  are  working  outside  the  home.  There  are  many  single 
parents  who  need  to  work.  Married  women  do  not  stay  at  home  with 
their  children  as  much  as  they  used  to.  Families  need  two  incomes. 

What  does  this  mean  for  you? 


Did  you  think  of  these? 

•  There  will  be  jobs  for  people  to  work  with  seniors  and 
children.  More  seniors  will  need  home  care. 

•  There  will  be  more  day  care  centres  for  children  and  seniors. 

•  Businesses  that  provide  services  and  sell  or  make  products  for 
seniors  will  grow. 

•  People  will  need  to  learn  how  to  work  with  people  of  different 
races  and  religions.  They  will  need  to  have  a  positive  attitude 
about  people  who  are  different  from  themselves. 
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2.  A  global  economy 


Do  you  hear  about  companies  buying  and  selling 
in  other  parts  of  the  world? 

Where? 


Sometimes  you  hear  people  say  that  the  world  is  getting  smaller. 
People  think  nothing  of  travelling  long  distances  by  plane  or  calling 
long  distance.  Companies  do  business  all  over  the  world.  There  is 
more  trade  between  Canada  and  other  countries.  In  the  stores  we  see 
products  from  around  the  world. 

What  does  this  mean  for  you? 


Did  you  think  of  these? 

•  There  will  be  different  job  opportunities.  New  businesses  will 
be  starting  up. 

•  Companies  in  Canada  will  have  more  competition  from 
companies  in  other  countries.  Canadian  companies  will  want 
to  keep  their  costs  low.  There  will  be  fewer  managers  and 
more  workers. 

•  More  companies  will  want  workers  who  speak  different 
languages  or  who  can  work  with  people  from  different 
cultures. 
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3.  Changing  technology 

what  changes  in  technology  do  you  know  about? 


You  have  probably  heard  people  talk  about  the  "information  age". 
There  have  been  many  changes  in  technology.  These  changes  help 
people  get  information  faster  and  more  efficiently.  Many  people  use 
computers  in  their  jobs.  Many  restaurants  have  computers  for  food 
orders.  Some  couriers  use  small  computers.  Grocery  store  clerks  use 
scanners  to  read  the  bar  codes  on  foods.  People  use  fax  machines  to 
send  messages.  Cellular  telephones  are  everywhere.  Factories  use 
more  computer  equipment  and  robots  to  do  some  of  the  work. 

What  does  this  mean  for  you? 
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Did  you  think  of  these? 


•  You  may  need  to  learn  how  to  use  a  computer.  It  is  normal  to 
be  afraid  of  computers  at  first.  When  you  learn  how  to  use  a 
computer,  it  can  make  your  work  easier. 

•  Workers  need  to  be  willing  to  do  many  different  things. 
Nothing  stays  the  same  for  very  long  anymore.  You  will  have 
to  be  willing  to  learn  new  ways  of  doing  things. 

•  Businesses  will  continue  to  need  people  as  clerks,  cashiers  and 
repair  people. 


4.  More  service  jobs 

what  kinds  of  services  do  people  use  a  lot  now? 


People  are  very  busy  these  days.  They  often  rush  from  place  to  place 
using  more  services  than  they  did  before.  They  eat  in  restaurants  more 
often.  They  stay  in  hotels  and  motels.  Parents  who  work  take  their 
children  to  day  care  centres.  Families  or  seniors  may  also  have  a 
housekeeper  who  cleans  the  house. 

What  does  this  mean  for  you? 
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Did  you  think  of  these? 

•  There  will  be  more  service  jobs  in  the  future.  The  service 
industry  employs  more  casual  or  non-experienced  people  than 
other  industries. 

•  Businesses  will  want  employees  who  can  give  good  service  to 
customers. 

•  You  will  need  good  communication  skills.  They  are  an 
important  part  of  customer  service. 

•  If  you  work  in  a  service  job,  such  as  in  a  hotel  or  a  restaurant, 
you  will  have  to  make  good  decisions  about  the  way  to  serve 
customers.  You  will  also  have  to  take  responsibility  for  your 
decisions. 

5.  More  part-time  and  temporary  work 

Have  you  ever  had  a  part-time  job? 


Do  you  know  people  who  work  part-time?  What  kind  of  jobs  do  they 
do? 


Employers  are  not  hiring  as  many  full-time  workers  as  they  did  in  the 
past.  It  is  one  way  of  reducing  business  costs.  Employers  often  want 
part-time  workers  who  can  work  during  the  busiest  time  of  day.  They 
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may  want  someone  to  work  on  a  short  contract.  For  example,  they 
might  want  a  worker  for  one  month  while  another  employee  takes 
holidays.  An  employer  might  hire  extra  factory  workers  only  when 
there  are  some  big  orders. 

What  does  this  mean  for  you? 


Did  you  think  of  these? 

•  You  may  have  to  work  at  one  or  two  part-time  jobs. 

•  You  may  not  be  able  to  find  a  job  that  is  really  "permanent". 

•  Everyone  will  change  jobs  more  often.  People  who  have 
worked  at  a  variety  of  jobs  will  be  more  adaptable.  They  will 
not  find  it  hard  to  fit  into  different  kinds  of  jobs. 

What  jobs  interest  you? 

Write  down  2  or  3  jobs. 

1.  

2.  

3.  

There  are  always  jobs  available.  People  change  jobs,  take  sick  leave  or 
move  away.  New  businesses  are  always  opening  up. 
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jOB  IDEAS 


Not  everyone  likes  to  do  the  same  kind  of  work.  As  examples,  some 
people  like  to  work  with  their  hands,  some  like  to  work  outside  and 
some  people  like  to  work  with  other  people. 

If  you  like  to  work  with  your  hands,  here  are  some 
examples  of  jobs  you  might  like  to  do: 

•  janitor  or  cleaner 

•  grocery  shelf  stocker 

•  sewing  machine  operator 

•  factory  worker 
Can  you  think  of  other  jobs? 


If  you  like  to  work  outside,  these  are  some  jobs 
you  may  like: 

•  courier  or  delivery  driver 

•  construction  worker 

•  landscaping  worker 
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Can  you  think  of  other  jobs? 


If  you  like  to  work  with  people,  here  are  some  jobs 
that  may  be  good  for  you: 

•  food  or  drink  server 

•  fast  food  service  counter  attendant 

•  cashier 

•  service  station  attendant 

•  store  greeter  or  doorkeeper 

•  store  clerk 

•  visiting  homemaker  or  housekeeper 

•  babysitter 

Can  you  think  of  other  jobs? 
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More  job  ideas 


Here  is  another  way  of  coming  up  with  job  ideas.  Look  around  you. 
Pay  attention  to  what  kind  of  work  people  are  doing  in  the  stores  you 
shop  in  and  the  places  you  go.  Don't  be  afraid  to  ask  people  about 
their  jobs.  Most  people  are  happy  to  talk  about  themselves  and  the 
work  they  do. 

Look  back  at  your  job  list.  It  is  always  good  to  have  a  few  ideas.  You 
may  not  be  able  to  find  the  job  that  is  your  first  choice.  Then  you  have 
to  think  about  your  second  or  third  choice.  Write  down  your  choices  in 
order. 

First  choice:  

Second  choice:  

Third  choice:  

Remember  that  when  you  start  a  new  job,  you  usually  have  to  start  at 
the  lowest  level.  You  have  to  learn  the  job.  You  will  probably  be  on 
probation  for  the  first  three  or  six  months.  If  you  are  a  good  worker, 
maybe  your  boss  will  give  a  raise.  You  may  also  get  to  change  jobs  or 
learn  new  things  if  you  stay  at  the  same  company  for  awhile. 
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YOUR  PERSONAL  PLAN 


You  need  to  make  a  plan  for  yourself.  A  plan  will  help  you  stay 
positive  about  your  job  search. 

1.  Do  you  have  a  daily  schedule  or  routine? 

Yes  □         No  □ 

If  you  answered  "Yes",  good  for  you.  A  routine  is  important.  It  helps 
you  keep  busy. 

If  you  answered  "No",  here  are  some  ideas  that  can  help  you. 

•  Get  up  at  a  regular  time. 

•  Go  out  everyday  and  do  something  that  will  help  your  job 
search.  You  can  go  to  places  like  the  public  library  or  the 
Canada  Employment  Centre. 

•  Limit  the  amount  of  T.V.  you  watch. 

2.  Do  you  have  a  healthy  diet? 

Yes  Q         No  □ 

If  you  answered  "Yes",  you  are  off  to  a  good  start.  Good  food  helps  you 
look  good.  It  also  makes  you  feel  good. 

If  you  answered  "No",  try  these  things. 

•  Limit  the  amount  of  coffee,  tea  and  alcohol  you  drink. 

•  Try  to  eat  regular  meals.  Don't  skip  breakfast.  You  need  the 
energy  to  look  for  a  job. 

•  Don't  eat  too  much  junk  food.  Healthier  food  like  bread,  pasta 
or  vegetables  is  often  less  expensive  than  junk  food. 
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3.  Do  you  get  regular  exercise? 

Yes  Q         No  Q 

If  you  answered  "Yes",  you  know  that  exercise  makes  you  feel  better. 
Congratulations  for  taking  care  of  your  body. 

If  you  answered  "No",  think  about  these  suggestions. 

•  Go  for  a  walk  every  day.  It  is  a  good,  cheap  form  of  exercise. 

•  Going  to  a  gym  or  fitness  centre  is  one  way  of  meeting 
different  people. 

•  Join  a  community  sports  team.  Team  sports  are  something  you 
can  put  on  your  resume.  Many  employers  want  their 
employees  to  work  well  as  a  team. 

4.  Do  you  spend  time  with  other  people? 

Yes  Qj         No  Q 

If  your  answer  is  "Yes",  you  are  doing  the  right  thing.  People  who  are 
looking  for  jobs  often  get  very  lonely. 

If  your  answer  is  "No",  you  probably  need  to  get  out  of  the  house  more. 
Try  some  of  these  activities. 

•  Do  some  volunteer  work  for  your  community  or  religious 
group.  Many  communities  have  volunteer  centres  where  you 
can  find  out  about  volunteer  work.  You  can  list  volunteer 
work  on  your  resume. 

•  Keep  in  touch  with  your  friends.  Call  them  or  visit  them. 

•  Find  out  about  free  activities  in  your  community.  There  are 
many  things  you  can  do  at  no  cost. 
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Write  down  two  or  three  things  that  will  help  you  be  positive  while 
you  look  for  a  job.  This  is  the  beginning  of  your  job  search  plan. 
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Work  Check  for  Part  One 


Ready  to  Work 

Shade  boxes  using  the  guide  below. 

I  I  I  I  understand  how  jobs  are  changing  in  Canada 
I    I    I    I  can  make  a  personal  plan 

Congratulations 

You  have  finished  part  one. 
You  now  have  the  skills  to  be  ready  to  work. 


Guide  to  shading  the  boxes 


I've  started. 

I  can  do  this  with  some  help. 

I  can  do  most  of  this  on  my  own. 

I'm  confident  and  can  do  this  on  my  own. 
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Skills  and 
Requirements 


iiiiiiiiiiiiiiiM^ 


'7  didn  't  think  I  had  any  skills.  Now  I  know  that  I  do. 
This  helps  me  feel  more  positive  about  myself. " 


L.L. 


"Before  I  used  to  say,  'I'm  just  a  housewife'.  Now  I  say 
I'm  a  housewife  and  I  know  I  have  lots  of  skills. " 

Annie 


Mario  was  talking  with  his 
wife  about  some  of  the 
things  he  was  learning  about  looking  for  a  job.  Then  he 
stopped  paying  attention  to  what  his  wife  was  saying.  He 
started  thinking  about  an  exercise  they  did  in  class.  All  the 
students  had  to  say  what  their  dream  jobs  were.  It  was  a 
little  hard  for  Mario  to  admit  in  front  of  the  whole  class 
that  his  dream  job  was  to  be  a  police  officer.  He  thought 
people  might  laugh  at  him.  How  could  he  dream  of  such  a 
thing  when  here  he  was,  sitting  in  a  classroom  learning  to 
read?  No  one  laughed.  The  teacher  wrote  "police  officer" 
on  the  blackboard  and  used  it  as  an  example  for  the  whole 
group.  She  asked  Mario  why  he  was  interested  in  police 
work.  She  used  his  comments  to  list  some  of  his  skills  and 
the  ones  he  liked  to  use  the  most.  She  also  pointed  out 
that  working  as  a  security  guard  might  be  a  way  of  doing 
work  that  is  a  bit  like  police  work.  "Quit  your  dreaming, 
Mario,"  Mario  suddenly  heard  his  wife  say.  He  laughed  and 
began  to  tell  her  about  how  his  dream  had  been  useful  in 
his  class. 
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WHAT  ARE  YOUR  SKILLS? 

Skills  are  the  things  you  can  do  well.  Skills  are  often  put  into  three 
different  groups: 

1 .  Working  with  things 

2.  Working  with  people 

3.  Working  with  information  and  ideas 

1 .  Working  with  Things 

Some  people  are  very  good  with  their  hands.  They  like  working 
with  things  more  than  people.  Some  of  their  skills  may  be: 

•  sewing 

•  woodcarving 

•  making  things  with  tools 

•  building  and  repairing  things 

2.  Working  with  People 

Some  people  like  working  with  people.  Some  of  their  skills  may 
be: 

•  helping  people 

•  taking  care  of  people 

•  meeting  new  people 

•  selling  things  to  people 

•  working  as  part  of  a  team  or  group 

•  communicating  with  people 
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3.  Working  with  Information  and  Ideas 


Working  with  information  is  very  interesting  to  some  people. 
Some  of  their  skills  may  be: 

•  following  instructions 

•  put  things  in  order 

•  solving  problems 

Many  jobs  require  several  skills.  For  example,  food  service  workers 
use  their  hands  to  prepare  and  serve  foods.  They  also  need 
communication  skills  to  work  with  customers. 

We  usually  like  to  do  the  things  that  we  are  good  at.  Your  interests, 
hobbies  and  other  activities  show  the  kind  of  person  you  are. 

What  are  some  of  the  things  you  are  good  at? 


What  are  your  hobbies  and  interests? 
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what  subjects  did  you  like  in  school? 


What  skills  have  you  learned  from  jobs  you've  had  or  volunteer  work 
you  have  done? 


Sometimes  it  is  hard  to  say  what  you're  good  at.  Think  about 
the  people  you  know.  Imagine  asking  them,  "What  do  you 
think  I  am  good  at?  What  kind  of  person  do  you  think  I  am?" 

What  things  do  other  people  say  you  are  good  at? 


What  kind  of  person  do  they  say  you  are? 


GOAL  SETTING 


A  goal  is  what  you  want  to  do.  If  you  want  to  be  a  shipper /receiver, 
then  that  is  your  goal.  You  can't  really  plan  your  job  search  until  you 
have  a  goal. 

What  kind  of  work  do  you  want? 


Do  you  have  an  idea,  but  you  are  not  sure?  You  may  need  to  get  more 
information  about  the  work  before  you  can  decide  if  you  want  that 
work  as  your  goal.  One  way  to  get  more  information  is  to  talk  to 
people  who  are  already  doing  that  kind  of  work. 

Choose  2  jobs  that  interest  you. 

1.   

2.   

Find  someone  who  works  at  one  of  the  jobs  that  interests  you.  If  you 
don't  know  anyone  ask  your  friends  or  relatives  if  they  know  someone 
you  could  interview. 

Write  the  information  here. 

Company  name:  

Name  of  person  interviewed:  

Date:  
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Think  about  what  you  would  hke  to  find  out  about  the  job.  Here  are 
some  questions  you  can  ask.  You  can  write  the  answers  here. 

What  is  your  job  title? 


What  kind  of  work  do  you  do? 


How  did  you  get  this  job? 


What  do  you  like  about  this  job? 
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what  don't  you  like  about  this  job? 


Who  do  you  work  with? 


What  skills  or  training  do  you  need  for  this  job? 


Do  you  know  if  many  people  are  being  hired  for  this  kind  of  work? 


Where  else  could  you  work  at  this  kind  of  job? 
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TYPES  OF  WORK 


Where  can  you  find  out  about  different  types  of  work?  What  agencies 
or  offices  can  you  go  to? 


Who  can  you  talk  to? 


Write  down  the  name,  address  and  telephone  number  of  two  places  you 
can  go. 

1.  
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There  are  very  few  "permanent"  jobs  these  days.  Jobs  can  be: 


•  part-time  work 

You  work  part-time  if  you  work  less  than  30  hours  per  week. 

•  full-time  work 

•  temporary  work 

You  may  work  for  a  few  days  or  a  few  months. 

•  casual  or  on-call  work 

You  only  work  when  you  are  needed.  It  could  be  for  a  few 
hours  or  a  few  days.  For  example,  a  sales  clerk  who  works  for 
several  weeks  before  Christmas. 

•  contract  work 

You  have  a  definite  time  limit  to  your  job  and  often  a  definite 
task  to  complete.  For  example,  a  painter  works  on  a  contract 
to  paint  an  office  building. 

•  seasonal  work 

You  work  at  certain  times  of  the  year  because  the  work  is 
outdoors.  For  example,  a  landscape  gardener  works  in  the 
spring,  summer  and  fall,  but  not  the  winter.  Construction 
work  is  often  seasonal. 

•  self  employment 

You  have  your  own  business.  People  pay  you  for  your  skills. 
For  example,  sewing  children's  clothing,  babysitting, 
carpentry  work  or  fixing  cars. 

What  types  of  work  have  you  done? 


2.9 


Volunteer  work 


One  other  type  of  work  is  volunteer  work.  Volunteers  don't  work  for 
money.  They  volunteer  for  other  reasons.  For  example,  if  you  are 
unemployed,  volunteer  work  is  a  good  way  to  learn  new  skills,  get 
work  experience  and  meet  people.  There  are  many  kinds  of  volunteer 
work.  You  can  find  out  about  volunteer  work  from  community 
agencies  or  a  volunteer  centre. 

Write  down  one  or  two  volunteer  jobs  you  know  about. 


STARTING  WAGES 

Every  province  has  a  minimum  wage.  It's  against  ^ 
the  law  for  an  employer  to  pay  you  less  than  the 
minimum  wage.  You  can  find  out  about  the 
minimum  wage  where  you  live  by  phoning  the  ^ 
provincial  government.  Look  up  the  words 
"Employment"  or  "Labour"  in  the  provincial 
government  section  of  the  phone  book. 

Wages  are  not  the  same  everywhere.  You  can  ask  about  the  wage  range 
for  a  certain  job.  For  example.  Bob  wanted  to  know  how  much  cooks 
make.  He  asked  a  restaurant  manager,  "What  is  the  pay  range  for  a 
cook?"  The  manager  answered,  "It  ranges  from  minimum  wage  to  $12 
an  hour  for  a  short-order  cook.  It  depends  on  the  cook's  experience 
and  the  type  of  restaurant." 
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Every  province  also  has  employment  standards.  They  protect 
employees  and  employers.  Employment  standards  are  regulations 
about: 

•  hours  of  work 

•  coffee  and  lunch  breaks 

•  days  off 

•  overtime  pay 

•  vacation  pay 

•  sick  leave 

•  maternity  or  parental  leave  for  births  and  adoptions 

•  holidays  like  Christmas  and  Easter 

•  probation  (the  first  3  or  6  months  of  a  new  job) 

•  termination  (being  fired  or  laid  off) 

If  you  are  self-employed,  like  couriers  who  drive  their  own  cars  or  ride 
their  own  bicycles,  the  provincial  employment  standards  may  not 
cover  you. 

Where  can  you  find  out  about  the  minimum  wage  and  employment 
standards  in  your  community?  What  is  the  telephone  number? 
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BUDGETING  FOR  WORK 


When  you  start  a  new  job,  you  need  to  know  about  the  pay.  You  need 
to  know  how  often  you  will  get  paid.  Some  people  get  paid  every  two 
weeks.  Others  get  paid  every  month.  The  employer  takes  some  money 
from  your  pay.  It's  called  "deducted  from  your  pay".  You  need  to  know 
what  deductions  the  employer  will  make. 


Here  is  a  sample  pay  stub: 


Company  Name 

Grass  Roots  Landscaping 

Employee  Name 
Joel  Jones 

Employee 

Employer 

Amount 
$925.00 

Inc.  Tax 
UI 

$69.95 
$38.40 

$39.76 

Pay  Period 

95/03/01  to  95/03/31 

WCB 
CPP 

$16.68 

$  3.42 
$16.68 

Employee  No:  3387 

Assoc. 

$  3.33 

What  do  all  the  abbreviations  on  the  pay  stub  mean? 


Inc.  Tax 

=  Income  tax 

UI 

=  Unemployment  Insurance 

WCB 

=  Worker's  Compensation  Board 

CPP 

=  Canada  Pension  Plan 

Assoc. 

=  Association 

These  are  employee  association  fees.  In  other 

companies  there  might  be  union  dues. 

Health  Care  Insurance  is  another  deduction  on  many  pay  stubs. 
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If  you  do  not  understand  the  deductions  the  employer  is  making,  you 
can  ask  your  supervisor.  Your  pay  cheque  is  your  income.  Do  you 
receive  any  other  income?  You  may  get  child  support  payments  or  GST 
rebate  cheques. 

You  also  have  to  think  about  all  your  expenses.  You  have  regular 
monthly  expenses  like  food  and  rent.  You  have  other  expenses  only 
once  or  twice  a  year.  For  example,  you  may  have  to  pay  for  car  or  life 
insurance  every  six  months. 

Some  regular  expenses  are: 


□  food 

Q      rent  or  mortgage 
utilities 

(gas,  electricity,  water) 

□  child  care 
clothes 


loan  payments 

r]      credit  card  payments 

Q  entertainment 

Q  transportation 

(bus  pass,  gas  for  car) 

child  support  payments 


Put  a  check  beside  the  regular  expenses  you  have. 
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what  other  expenses  do  you  have? 


You  may  also  have  some  work  expenses.  You  may  have  to  pay  for 
parking  or  a  bus  pass.  You  may  need  to  buy  a  uniform  or  tools.  Did 
you  know  you  can  save  a  lot  of  money  if  you  take  your  lunch  to  work? 

It's  a  good  idea  to  keep  a  record  of  your  expenses.  Write  them  down  in 
a  small  notebook.  Planning  ahead  will  make  budgeting  for  work 
easier. 
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Work  Check  for  Part  Two 


Skills  and 
Requirements 


Shade  boxes  using  guide  below. 

I  I  I  I  can  name  skills  I'm  good  at 
I    I    I    I  can  set  a  job  goal 


understand  the  many  types  of  work 
know  how  to  plan  and  budget  for  work 


Congratulations 


You  have  finished  part  two. 

Now  you  understand  some  of  the  skills  and  requirements  needed  for 
a  job. 


Guide  to  shading  the  boxes 

I've  started. 

I  can  do  this  with  some  help. 
I  can  do  most  of  this  on  my  own. 
I'm  confident  and  can  do  this  on  my  own. 
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Basic  Job 
Search  Skills 


'Tor  me  even  making  a  telephone  call  was  hard.  Now  it's 
still  hard  but  I  have  more  confidence.  I  can  do  it. " 

Lezlie 

IH^  Anna  is  looking  for  a  job. 

«        One  day  a  friend  asked  her, 
"What  is  your  job?"  Anna  said,  "I  don't  have  a  job  right 
now.  I'm  looking  for  one."  Then  he  asked  her,  "What  kind  of 
job  are  you  looking  for?"  She  answered,  "Anything,  I  don't 
care."  He  looked  surprised.  He  said  to  her,  "Don't  you  know 
that  employers  don't  hire  people  to  do  just  anything? 
They  want  people  for  certain  jobs  and  with  certain  skills. 
You  need  to  be  more  specific.  You  need  to  have  a  goal." 
Her  friend's  comments  made  Anna  stop  and  think.  She 
hadn't  thought  about  goals  before.  She  wasn't  sure  what 
her  goal  was. 
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SETTING  GOALS 


If  you  know  what  you  want  to  do,  that  is  your  goal.  We  all  make  goals 
for  ourselves.  Here  are  some  examples  of  goals  people  make. 

Goal:  Learn  how  to  play  pool. 

Goal:  Try  using  some  new  recipes. 

Goal:  Quit  smoking. 

When  you  know  your  goal,  you  can  think  about  all  the  steps  you  need 
to  get  to  that  goal.  You  can  plan  more  easily  if  you  have  a  goal. 

Before  you  look  for  work,  you  need  to  know  what  kind  of  job  you 
want.  That  job  is  your  goal.  It  will  help  you  think  about  where  to  look 
for  a  job.  It  will  also  help  you  choose  what  to  say  about  yourself  and 
your  skills. 

Choose  a  job  goal.  My  job  goal  is  to  work  as  a  

Maybe  you  have  two  goals.  One  can  be  your  first  choice  and  one  your 
second  choice. 

My  first  choice  is  to  work  as  a  

My  second  choice  is  to  work  as  a  
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JOB  SKILLS  AND  JOB  CONDITIONS 


If  your  goal  is  to  work  as  a  server  in  a  restaurant,  you  need  to  know 
which  of  your  skills  will  be  useful.  You  need  to  find  out  the  skills  of 
people  who  work  as  servers  in  restaurants.  You  can  do  this  by 
checking  a  skills  profile  for  this  job  at  a  Canada  Employment  Centre. 
Your  local  library  may  also  have  a  skills  profile.  You  could  also  ask 
someone  who  works  as  a  server. 

You  may  find  that  servers  need  these  job  skills: 

•  They  like  working  with  their  hands  (carrying  trays  and 
plates). 

•  They  like  working  with  people  (customers  and  other 
employees). 

•  They  are  organized. 

•  They  have  a  good  memory. 

You  may  find  that  servers  like  these  job  conditions: 

•  They  like  working  indoors. 

•  They  don't  mind  being  on  their  feet  for  long  periods  of  time. 

•  They  don't  mind  working  weekends. 
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Here  is  a  chart  showing  a  skills  profile  for  servers  in  a  restaurant.  Fill 
in  the  left  side  with  your  skills  and  the  job  conditions  you  like  and 
don't  like.  How  do  they  compare  with  the  skills  and  job  conditions  for 
the  restaurant  server? 


Job:  Restaurant  Server 

Job:  Restaurant  Servers 

Job  Skills 

Job  Skills 

T  can 

•  work  with  their  hands 

1  can 

•  work  with  people 

i  Know  now  to 

•  organizeQ 

•   iL\J\JLl  llltrlllUly 

I  know  how  to 

Job  Conditions 

Job  Conditions 

Hike 

•  like  working  indoors 

Thke 

•  don't  mind  being  on  their  feet 

T  don't  like 

•  don't  mind  working  weekends 

1  don't  like 
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Fill  in  this  chart  for  your  job  goal  and  compare  your  skills. 


Job  Goals: 
Job  Skills 

T  P?iT1 
1   L.C1  1  1 

Job: 

Job  Skills 

T  c:^  n 

T  Vno^AT^  nOTAT^  to 

1    IS.  1  1 1  1  VV    I  l\.  t  V V    LK.  ) 

T  know  how  to 

T  like 

r~'ondit'iorsQ  of  worVprQ  in  tViPtt  lob 

T  hkp 

1    1  i  IS.C; 

T  don't  hkp 

1         V  /  I  1    L    II  IX  V  _ 

T  don't  hke 
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Do  your  job  skills  and  job  conditions  match  your  goal?  If  they  do  you 
have  made  a  good  job  choice.  If  they  do  not  you  may  want  to  make 
another  job  choice. 

If  it  is  difficult  for  you  to  choose  a  goal,  think  about  the  things  you  can 
do  and  the  things  you  like  to  do. 

I  am  good  at  

I  can  

I  like  to   

I  don't  like  to   

Then  ask  people  who  know  you  what  kind  of  job  ideas  they  have  for 
you.  Listen  to  what  they  have  to  say.  Even  if  you  don't  like  their  ideas, 
they  may  help  you  think  of  other  jobs  you  would  like. 
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Lisa  wanted  to  be  a  social  worker.  She  had  an  idea  about 
the  work  social  workers  do.  Social  workers  helped  her  when 
she  had  problems.  Her  skills  and  interests  were  like  the  skills 
and  interests  of  social  workers.  Lisa  got  more  information 
about  social  work  jobs.  She  found  out  that  social  workers 
need  a  university  degree  or  a  community  college  diploma. 
This  was  a  problem  for  her.  She  couldn't  go  to  school  for 
that  many  years.  She  didn't  really  like  school.  Lisa  began  to 
think  about  other  jobs  like  social  work.  She  learned  about 
being  a  visiting  homemaker.  Homemakers  or  home  care 
attendants  help  people  in  their  homes.  Lisa  decided  that 
was  a  good  kind  of  work  for  her. 


How  much  education  do  you  need  for  the  work  you  want  to  do? 


What  work  have  you  done  before? 


Your  past  experience  will  help  you  find  a  job  now.  You  can  look  for  the 
same  kind  of  work.  Or  you  can  use  some  of  those  skills  in  a  different 
job. 
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WHERE  TO  LOOK  FOR  WORK 

If  you  had  a  job  (or  jobs)  before,  how  did  you  get  it? 


Ask  your  friends  how  they  found  their  jobs.  Write  down  their  answers. 
They  can  give  you  some  ideas  about  some  of  the  ways  to  look  for 
work. 

Other  ways  to  look  for  jobs: 


About  20%  of  all  jobs  are  advertised.  You  can  find  employers'  ads  in 
these  places: 

•  at  Canada  Employment  Centres 

•  on  bulletin  boards  in  supermarkets,  malls  and 
community  centres 

•  on  Help  Wanted  signs  in  the  windows  of  stores  or  businesses 

•  in  classified  ads  in  the  newspapers 

•  at  agencies  which  help  people  find  jobs. 
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where  can  you  go  to  find  job  ads?  Write  down  2  or  3  places. 


About  80%  of  jobs  are  not  advertised.  You  can  find  out  about  them  by 
doing  these  things: 

1.  making  personal  contacts  (often  called  networking) 

2.  doing  volunteer  work 

3.  using  the  newspaper 

4.  using  the  telephone 

5.  going  to  businesses  in  your  community 

1.  Making  personal  contacts 

People  often  say  that  they  heard  about  a  job  by  "word  of  mouth".  That 
is  the  most  common  way  of  finding  jobs.  One  person  hears  about  a  job 
opening  and  tells  another  person  who  tells  another  person.  Employers 
don't  need  to  spend  money  on  advertising  if  they  can  find  good 
employees  by  word  of  mouth.  When  they  need  someone,  they  often 
ask  their  present  employees,  "Do  you  know  anyone  who  can  do  this 
job?" 

We  all  know  some  people.  For  example,  you  can  ask  your  neighbours 
about  the  places  they  work  and  the  people  they  know.  You  can  ask  the 
owners  of  the  corner  store.  They  meet  many  different  people. 
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Don  couldn't  think  of  many  contacts.  He  talked  to  his  sister 
about  this  problem.  Don  didn't  think  she  was  very  helpful. 
She  said  he  should  phone  their  Aunt  Kathy.  "How  could  she 
help?  She  doesn't  know  anybody,"  thought  Don.  The  next 
day  Don  ran  into  Aunt  Kathy  downtown.  She  asked  him 
what  he  was  doing.  He  told  her  and  said  he  needed  some 
job  contacts.  She  gave  him  two  names.  One  was  a  service 
station  owner  where  she  took  her  car.  The  other  was 
someone  she  had  worked  for.  Both  names  sounded  like 
good  contacts.  Don  was  really  surprised.  He  didn't  think 
Aunt  Kathy  knew  anybody.  He  began  to  understand  why  it 
was  important  to  talk  to  lots  of  people. 

This  is  when  it  helps  to  have  a  job  goal.  Then  you  can  ask  your 
contacts  some  specific  questions. 

•  Do  you  know^  anyone  w^ho  v^^orks  at  Zellers? 

•  Do  you  know^  anyone  who  works  in  security? 

•  Does  the  company  you  work  for  hire  security  guards? 

Write  the  name  of  your  contacts  on  the  lines: 

Relatives  


Neighbours 


Friends 


3.10 


People  where  you  shop 


People  who  cut  your  hair,  fix  your  teeth,  repair  your  car 


People  where  you  worship 


Members  of  a  team,  club  or  association 


People  who  take  care  of  your  children 


Teachers,  your  children's  teachers 


Past  employers 


People  where  you  volunteer 


Anybody  else 
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2.  Volunteer  work 


Volunteer  work  is  one  way  of  getting  to  know  people.  When  you  help 
out  in  your  child's  school  or  coach  a  sports  team,  you  will  get  to  know 
other  parents.  If  you  tell  them  about  the  kind  of  work  you  are  looking 
for,  they  may  know  somebody  in  that  business.  Or,  they  may  know 
somebody  who  knows  somebody. 

Many  people  do  volunteer  work  for  their  community  or  place  of 
worship.  As  a  volunteer  you  can  get  experience  at  doing  different 
things.  You  can  put  volunteer  work  on  your  resume.  You  can  often  get 
a  reference  from  the  person  who  supervised  your  volunteer  work. 

3.  Using  the  newspaper 

There  are  several  ways  you  can  use  the  newspaper  to  help  you  find  a  job. 

1.  Read  the  classified  ads  regularly. 

Cut  out  the  ads  for  jobs  that  interest  you. 

Read  the  ads  on  page  3.14.  Try  to  answer  these  questions 
about  each  ad.  Not  all  the  ads  will  have  all  the 
information  in  them.  You  may  need  extra  paper. 

Who  are  they  looking  for? 


What  are  the  work  hours? 
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what  skills  are  needed? 


Is  experience  necessary? 


Where  is  the  company? 


How  do  you  apply  for  the  job? 


When  can  you  apply? 
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Sample  job  Ads 


HURRY  COURIERS 

Are  you  willing  to  work  on  a 
casual/on-call  basis?  Successful 
candidates  must  have  a  strong 
customer  service  background, 
excellent  knowledge  of  the  city 
and  be  physically  fit  and  able  to 
iirt  up  lo  / o  IDS.  r^revious  courier 
experience  is  an  asset.  Apply  in 
person  at  24  Avian  Place.  No 
phone  calls  please. 

MAINTENANCE  PERSON 

Required  for  a  large  complex. 
Full-time  Mon.  to  Fri.  Must  have 
own  tools.  Cleaning  of  common 
areas,  yard  and  unit  maintenance 
as  required.  Send  resume  with 
salary  expectations  to  500,  345 
Stonewall  Road,  T5Z  OZO 

DOOR  PERSON 

O'Mear's  is  now  hiring  a 
weekend  door  person.  Apply 
8897  Main  Street. 

Cook,  bar  waitress  /  ers, 
restaurant  waitress /ers  wanted. 
Apply  in  person.  Ask  for  Louise, 
2111  -  1  Avenue  South. 

Agency  requires  live-in 
homemakers,  companions  on  a 
rotation  basis  3-4  days  a  week 
with  permanent  clients.  Apply  in 
person,  9  a.m.  to  4  p.m.  Mon-Fri., 
300,  2  Garden  Grove. 

ATTENDANTS 

Dan's  Gas  Bar  requires  bright  and 
energetic  members  18  years  and 
older  to  join  our  team  full-time. 
Previous  experience  is  not 
required.  Applications  can  be 
filled  out  at  our  2  locations. 
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2.  Look  at  the  business  section  for  articles  about  companies.  You 
can  get  ideas  about  companies  that  are  starting  up, 
expanding,  or  moving.  They  will  probably  need  workers  even 
if  they  do  not  advertise  for  them. 

3.  You  can  get  ideas  about  other  companies  where  you  could 
apply  by  looking  at  other  ads  in  the  newspaper.  The  ads  sell 
products  and  services.  They  can  tell  you  about  a  company 
and  what  it  does. 


4.  Using  the  telephone 


The  telephone  can  save  you  a  lot  of  time  and  money. 

1.  You  can  call  to  make  an  appointment  for  more  information 
about  a  job. 

2.  You  can  find  out  the  name  of  a  person  or  the  address  of  the 
company.  If  you  want  to  send  in  a  resume,  it's  helpful  to  have 
a  name  to  put  on  the  envelope.  It's  even  better  to  drop  off  a 
resume  yourself.  You  can  see  what  the  company  is  like. 

3.  You  can  get  information  about  other 
companies  or  job  openings. 

You  can  use  the  Yellow  Pages  to  find  companies 
where  you  could  apply  for  a  job.  This  is  hard  to 
do,  because  you  have  to  make  a  "cold  call".  A  "cold 
call"  is  like  a  sales  call.  You  don't  have  the  name  of 
the  person  to  talk  to.  You  have  to  work  at  selling 
yourself  as  someone  that  company  might  need. 


Telephone  Tip:  Practice  with  a  friend  before  you  make  the  first  call. 
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Lee  wants  to  get  work  as  a  sewing  machine  operator.  She 
looks  up  "Clothing  Manufacturers"  in  the  index  of  the 
Yellow  Pages.  On  page  409  she  finds  a  list  of  companies. 
She  sees  the  name  of  a  company  she  has  heard  of.  She  calls 
and  says,  "May  I  please  speak  to  the  Manager."  The 
receptionist  says,  "Mrs.  Blake  is  not  in.  How  can  I  help 
you?"  Lee  says,  "I  am  good  at  sewing.  I  want  to  find  out 
about  working  as  a  sewing  machine  operator.  I  also  want  to 
find  out  about  your  company."  The  receptionist  says,  "If 
you  drop  by  I  can  give  you  some  information  about  our 
company.  We  are  not  hiring  right  now,  but  you  can  leave 
your  resume  if  you  want."  Lee  thinks  she  will  take  her 
resume.  She  knows  that  people  are  always  changing  jobs. 
The  company  could  need  a  sewing  machine  operator  soon. 
She  also  knows  the  name  of  the  manager  now  -  Mrs.  Blake. 
Lee  can  call  back  in  a  few  weeks  and  ask  to  speak  to  her. 


There  are  some  drawbacks  to  using  the  telephone  to  find  out  about  jobs. 

•  Some  people  find  it  hard  to  make  phone  calls.  They  get 
nervous  and  hang  up  before  they  get  what  they  want  from  the 
call. 

•  It's  easier  for  a  person  to  say  "no"  to  you  on  the  phone  than  it 
is  in  person. 

•  People  usually  remember  a  face  more  than  a  voice.  You  want 
to  be  remembered  in  a  positive  way  if  you  hope  to  work  there. 

•  It  is  harder  to  know  what  people  think  when  you  can't  see 
their  faces.  Going  someplace  in  person  is  always  better  than 
telephoning,  but  it  may  not  always  be  possible. 
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what  type  of  business  can  you  look  up  in  the  Yellow  Pages?  Pick  two. 


1  

1.  

Write  down  the  page  numbers  where  you  can  find  those  businesses. 

5.  Going  to  businesses 

Employers  sometimes  put  a  "Help  Wanted"  sign  in  the  window  of  a 
store  or  business.  The  sign  is  like  a  job  ad.  If  you  see  a  "Help  Wanted" 
sign,  you  should  be  ready  to  go  in  and  find  out  about  the  job.  Don't  go 
in  if  you  are  not  properly  dressed  or  if  you  are  in  a  big  hurry.  Even 
talking  about  a  job  is  like  an  interview.  If  the  employer  gets  a  negative 
impression  of  you,  then  your  chance  of  getting  the  job  will  be  very 
poor. 

If  there  is  no  sign  in  the  window,  you  can  still  go  in  and  ask  about  job 
openings.  The  company  may  not  need  anyone  right  now,  but  it  doesn't 
hurt  to  ask.  You  can  always  leave  your  resume  or  fill  out  an 
application  form. 
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If  you  talk  to  someone  about  work  when  there  is  no  job  opening,  it  is 
called  an  "information  interview".  Here  are  some  questions  you  can 
ask. 

•  How  many  people  do  you  employ? 

•  What  skills  or  experience  do  you  look  for  when  you  hire 
people? 

•  What  kind  of  employees  do  you  like? 

•  What  are  the  hours  of  work? 

•  What  is  the  pay  range? 

•  Do  you  plan  to  expand  your  business? 

•  Do  you  hire  casual  workers? 

What  two  questions  can  you  add  to  the  above  list? 

1.  

2.  

What  businesses  could  you  go  to?  
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KEEPING  RECORDS 


Being  organized  is  an  important  part  of  a  successful  job  search.  You 
will  need  a  small  notebook  or  calendar  to  write  down  information. 

•  Keep  a  list  of  contact  people  and  their  telephone  numbers. 
Telephone  them  every  two  or  three  weeks  so  they  will  not 
forget  you  when  a  job  comes  up. 

•  Write  down  the  date  you  apply  for  a  job  and  the  name  of  the 
company. 

•  Make  notes  about  when  to  follow  up  on  a  job  application.  You 
can  follow  up  by  telephoning  the  week  after  applying  for  the 
job.  When  you  telephone  you  can  ask  if  the  company  has 
decided  who  they  are  going  to  hire.  It  is  important  to  follow 
up  so  the  employer  knows  how  interested  you  are  in  the  job. 

•  Write  down  appointments  for  job  interviews  or  for  meetings. 
These  meetings  could  be  with  your  employment  counsellor  or 
social  worker. 
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Work  Check  for  Part  Three 

Basic  Job  Search  Skills 


Shade  boxes  using  guide  below. 


able  to  pick  at  least  two  jobs  I  would  be  able 
to  do 


can  name  the  skills  needed  to  do  the 
jobs  I  picked 

understand  where  to  look  for  work 


know  how  to  keep  job  search  records 


Congratulationsi 


You  have  finished  part  three. 

You  have  basic  job  search  skills  to  help  you  find  work. 


Guide  to  shading  the  boxes 


I've  started. 

I  can  do  this  with  some  help. 

I  can  do  most  of  this  on  my  own. 

I'm  confident  and  can  do  this  on  my  own. 
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Writing  a  Resume 


''When  I  gave  my  application  form  to  an  employer  I  also 
handed  in  my  resume.  I've  never  had  a  resume  before." 

Annie 


Vern  knew  what  job  he 
wanted.  Vern  knew  where 


he  could  go  to  get  this  job  but  he  had  a  problem.  His 
friends  told  hinn  he  had  to  ''sell"  himself  to  an  employer. 
Vern  didn't  know  how  to  go  about  selling  himself  until  a 
friend  told  him  about  writing  a  resume.  Vern's  friend  told 
him  that  a  resume  lets  people  know  what  he  can  do.  Before 
Vern  made  up  his  resume  he  had  to  remember  all  the 
places  he  had  worked.  He  had  to  remember  what  kind  of 
work  he  did  at  those  jobs.  He  had  to  think  about  the  things 
he  was  good  at  doing.  He  had  to  think  about  where  he 
went  to  school  and  what  he  had  learned.  Vern  also  had  to 
find  three  people  who  could  tell  someone  else  what  kind  of 
worker  he  was.  After  he  had  got  all  of  these  things  together 
Vern  was  able  to  write  his  resume.  He  put  the  things  he  had 
done  on  his  resume.  He  used  words  that  let  people  know 
what  things  he  did  well.  He  wanted  to  sell  himself  so  he 
could  get  the  job  he  wanted. 


GATHERING  INFORMATION 


Before  you  start  to  write  your  resume,  you  need  to  gather  information 
about  your  past  jobs.  Follow  these  steps  to  help  you  get  the 
information  together. 

Step  1:  Jobs 

Write  down  your  last  three  jobs.  These  could  be  jobs  that  you  were 
paid  for  and  jobs  that  you  did  for  others  without  being  paid.  Examples 
of  jobs  without  pay  are  looking  after  your  family,  fixing  things  for 
someone  or  volunteering. 

Job#l. 

Company  Name  

City  or  Town  

When  did  you  start  working  for  the  company?  

When  did  you  leave  the  company?  

What  was  your  job?  

Write  down  everything  you  did  on  the  job.  


Write  down  what  you  were  good  at.  Think  of  what  your  boss  or 
friends  said  you  did  well.  These  are  the  things  that  will  help  you  ''sell'' 
yourself.  Be  positive! 
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Job  #2. 

Company  Name  

City  or  Town  

When  did  you  start  working  for  the  company? 

When  did  you  leave  the  company?  

What  was  your  job?  

Write  down  everything  you  did  on  the  job.  


Write  down  what  you  were  good  at.  Think  of  what  your  boss  or 
friends  said  you  did  well.  These  are  the  things  that  will  help  you  ''sell'' 
yourself.  Be  positive! 


Job  #3. 

Company  Name  

City  or  Town  

When  did  you  start  working  for  the  company? 
When  did  you  leave  the  company?  
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what  was  your  job?  

Write  down  everything  you  did  on  the  job 


Write  down  what  you  were  good  at.  Think  of  what  your  boss  or 
friends  said  you  did  well.  These  are  the  things  that  will  help  you  "sell 
yourself.  Be  positive! 


Step  2:  Education  and/or  Training 

Write  down  any  programs  or  courses  you  have  taken  as  an  adult. 
Program  City  or  Town 
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YES 

NO 

Have  you  learned  to  work  any  equipment 
and  / or  marViines  (fav  examDie  casVi  register, 
computer,  backhoe,  power  tools) 

□ 

□ 

Do  you  have  any  special  licenses? 

□ 

□ 

Do  you  have  any  certificates? 

□ 

□ 

Have  you  done  any  on  the  job  training? 

□ 

□ 

List  other  training  or  courses. 


Step  3:  Interests  and  Hobbies 

what  do  you  like  to  do  when  you  are  not  working?  List  things  that 
might  help  you  with  a  job. 
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Step  4:  References 


References  are  people  who  know  you  and  your  work.  They  are  people 
who  will  say  good  things  about  your  work.  These  people  should  not 
be  people  from  your  family.  They  should  be  people  you  have  worked 
for  or  people  who  know  you  very  well.  If  you  have  never  worked  get 
the  names  of  three  people  who  know  you  well.  These  people  could  be 
friends.  These  people  could  be  from  your  church.  If  you  do  any 
volunteer  work  there  may  be  someone  willing  to  give  you  a  reference. 

Step  1. 

Write  down  the  names  of  the  people. 


Step  2. 

Ask  these  people  if  you  can  use  their  names  on  your  resume.  If  they 
say  no  you  will  need  to  ask  someone  else. 

Step  3. 

If  you  can  use  their  names  write  them  down.  Write  down  their 
addresses  and  telephone  numbers.  Make  sure  to  spell  their  names  right. 

NAME  ADDRESS  TITLE  PHONE  NUMBER 
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step  4. 

Ask  these  people  what  they  will  say  about  you.  You  only  want  to  have 
people  on  your  resume  who  will  say  positive  things  about  you. 

Step  5. 

Type,  or  have  someone  else  type,  the  names,  addresses  and  telephone 
numbers.  Use  good  white  paper.  When  you  go  to  the  interview,  leave 
the  names  with  the  employer. 

This  is  an  example  of  a  reference  sheet. 

REFERENCES 
for 

Wally  Foley 

Anita  Land 

Landlady 
Calgary,  Alberta 

Phone:  444-4444 

Joe  Foreman 

Foreman 
Canada  Safeway 
Oakville,  Ontario 

Phone:  222-2222 

Dan  Super 

Supervisor 
PCL  Construction 
Calgary,  Alberta 

Phone:  666-6666 
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PERSONAL  SKILLS  CHECKLIST 


Now  it  is  time  to  look  at  your  skills.  Skills  are  things  that  you  have 
learned  to  do.  The  Personal  Skills  Checklist  will  help  you  to  pick  out 
the  skills  you  have.  It  will  also  help  you  to  find  out  if  the  skills  you 
have  can  be  used  in  the  job  you  would  like.  If  you  have  never  had  a 
job,  think  about  the  skills  you  use  everyday.  What  skills  do  you  use 
with  your  children?  What  skills  do  you  use  to  do  your  hobby?  Think 
of  everything  you  do  and  how  this  helps  you  in  your  everyday  life. 

Read  the  skills  in  the  list  and  put  a  check  mark  beside  those  skills  you 
have.  Make  sure  to  be  honest  and  positive! 


Working  with  things 

Moving  Your  Body 

I   i         Work  well  with  your  hands 

I   i         Well  coordinated 

I   i         Work  quickly  when  you  have  to 

I   i         Do  physical  work  without  getting  tired 

I   i         Do  heavy  work 

Working  with  Machines  or  Tools 
I   i         Run  equipment 
I   i         Put  things  together 
I   il         Change  settings  on  machines 
I   i         Use  tools  and  equipment  to  build  things 
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I   i         Fix  things 

I   i         Know  how  equipment  works 

Working  in  Hard  Places 

I   i         Work  in  uncomfortable  places 

I   i         Do  the  same  thing  over  and  over  the  same  way 

I   i         Work  with  someone  watching  you 

i   i         Do  what  others  tell  you  to  do 

I   i         Do  not  yell  at  others  when  things  go  wrong  or  you  are  upset 

I   i         Deal  with  the  times  that  you  may  get  hurt  without 
getting  upset 

I   t         Try  things  you  have  never  done  before 

Working  with  people 

Communication 

I  i  Read  simple  directions  and  understand  them 

I  i  Write  a  sentence  or  paragraph  that  makes  sense 

I  i  Find  it  easy  to  talk  to  strangers 

I  i  Talk  in  front  of  a  big  group 

I  i  Ask  the  right  questions  to  get  the  answers  you  need 

I  i  Tell  people  about  things  so  they  understand 
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I   i         Tell  others  what  you  want  them  to  do 
I   i         Work  with  others  to  work  out  a  problem 

Leadership 

I   i         Do  something  and  take  responsibility  for  what  happens 
I   i         Supervise  people  and  take  responsibility  for  what  they  do 
I   t         Get  things  started 

I   i         Tell  others  something  they  do  not  want  to  hear  about 
their  work 

I   i         Get  people  together  to  do  something 
Working  with  Others 

I   i         Do  things  for  others  when  they  ask  or  are  in  need 

I   i         Perform  First  Aid 

I   i         Work  as  part  of  a  team 

I   i         Help  others  with  their  problems 

I   i         Help  others  to  learn  how  to  do  a  job  or  activity 

Personal 

I   i         Do  things  without  wasting  time 
I   i         Finish  work  on  time 
I   i         Change  from  one  task  to  another 
I   i         Stick  to  a  job 
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I   t  Push  yourself  to  do  the  best  job  you  can 

I   i  Dress  the  right  way  for  the  job 

I   i  Behave  the  way  you  beUeve  you  should 

I   i  Be  on  time 

Q  Be  loyal 

I   i  Deal  with  difficult  situations  without  embarrassing  others 

I   i         Know  the  feelings  of  others  and  can  tell  them  you  know 
how  they  feel 

I   i         Be  interested  and  excited  about  what  you  are  doing 
I   i         Try  to  do  your  best  no  matter  what  the  job 

Working  with  information  and  ideas 

Working  with  Details 

I   i         Think  about  what  you  are  doing  so  you  try  not  to 
make  mistakes 

I  i  Learn  from  mistakes 

I  i  Tell  when  something  is  wrong 

I  i  Do  things  at  the  right  time  and  in  the  right  order 

I  i  Do  things  just  the  way  you  are  asked  to  do  them 

I  i  Check  the  work  of  others 

I  i  Put  things  in  the  right  order  or  in  the  right  place 
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Working  with  Numbers 

I   \         Tell  how  many  things  are  in  a  group 
I   i         Add,  subtract,  multiply  and  divide 

I   \         Use  tools  to  find  out  how  heavy  something  is,  how  long  it  is 
or  how  much  it  holds 

I   i         Tell  the  cost  or  size  of  something  by  figuring  it  out 

I   i         Plan  exactly  how  you  will  spend  money 

I   i         Understand  how  to  work  with  numbers.  Use  numbers  to 
solve  problems 

Hearing  and  Seeing 

I   i         Hear  changes  in  sounds 
I   i         See  small  changes  in  color 

I   i         See  how  things  are  the  same  and  how  they  are  different 
I   i         Tell  how  far  apart  things  are  or  how  far  away  they  are 

Thinking 

I   i         Get  information  in  an  organized  way 
I   i         Break  a  problem  into  parts 
I   i         Put  facts  together  in  an  organized  way 
I   i         Have  a  good  memory 
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Creative 

I   i         Come  up  with  new  ideas  or  inventions 
I   i         Make  a  display 
I   i         Find  new  ways  to  get  the  job  done 
I   i         Entertain  others 

Now  go  back  and  put  a  star  beside  the  five  skills  you  think  are  your 
strongest.  Now  you  have  a  good  idea  of  your  skills.  You  will  use  your 
strongest  skills  when  you  are  writing  your  resume. 

List  your  five  strongest  personal  skills. 
Give  an  example  for  each  skill. 

Skill  Example 
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THE  RESUME 


A  resume  gives  an  employer  information  about  you.  A  resume  tells 
more  about  you  than  an  application  form.  If  you  have  to  apply  for  a 
job  by  filling  out  an  application 


form,  a  resume  can  be  attached.  By 
reading  your  resume  the  employer 
can  tell  if  you  have  the  skills  for 
the  job.  The  employer  can  decide 
whether  or  not  to  interview  you. 

The  resume  should  be  short  (one 
or  two  pages),  easy  to  read  and 
look  neat.  It  should  tell  the 
employer  what  work  you  have 
done  in  the  past.  It  should  also  tell 
the  employer  the  skills  you  have. 


Two  sample  resumes  follow. 
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WALLY  FOLEY 


#1,  111  -  11  Street  NW 
Calgary,  Alberta 
Telephone:  (403)  555-5555 

JOB  OBJECTIVE:     Labourer /Machine  Operator 

HIGHLIGHTS  OF  SKILLS 

•  Experienced  carpenter's  helper  in  residential,  commercial  and 
industrial  settings  in  framing,  cribbing,  stripping,  pouring 
concrete,  carrying  steel  and  in  general  site  clean-up 

•  Highly  skilled  in  operating  various  heavy  equipment  such  as 
scrapers  (621,  627,  631,  637),  earth  movers,  rubber  front  end 
loaders,  forklifts  and  bobcats 

•  Able  to  use  tools  such  as  handsaw,  skilsaw,  Hilty  equipment, 
drills,  jack-hammer  and  all  hand  tools  in  a  safe  manner 

•  Have  a  clean,  valid,  class  5  license 

•  Positive  mature  attitude  towards  work 

•  Willing  to  be  a  team  player  and  will  pitch  in  where  needed  to 
make  sure  all  work  is  done 

•  Proven  ability  to  follow  instructions  and  do  the  most 
important  work  first 
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WORK  EXPERIENCE 

1992  -  1994 


1992 


1988  -  1991 


CONSTRUCTION  WORKER 
PCL 

Calgary,  Alberta 

WAREHOUSEMAN 
Calmar  Distributors  Ltd. 
Kelowna,  B.C. 

WAREHOUSE  WORKER 
Canada  Safeway 
Kenora,  Ontario 


EDUCATION/TRAINING 

Warehouseman  on  job  training 

Forklift  Operator  on  job  training 

Warehousing  on  job  training 

Heavy  Equipment  Course  Keyano  College 


Canada  Safeway 
L.A.  Transport 
Westland  Distributors 
Certificate 


INTERESTS 


Volunteer  for  CNIB 


REFERENCES 


AVAILABLE  ON  REQUEST 
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MARIA  FERNANDO 

767  Flanders  Avenue 
London,  Ontario 
Telephone:  (519)  434-3434 

JOB  OBJECTIVE:  Dishwasher 

HIGHLIGHTS  OF  SKILLS 

•  Able  to  work  quickly 

•  Willing  to  work  as  a  team  member 

•  Very  reliable 

•  Able  to  work  with  little  direction 

•  Enthusiastic,  hard  working  individual 

WORK  EXPERIENCE 

1995  DISHWASHER 

Jerry's  Restaurant 
London,  Ontario 

1992  VOLUNTEER 

St.  Mary's  Catholic  Church 
London,  Ontario 
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EDUCATION/TRAINING 

1995  On  job  training  -  Jerry's  Restaurant 

1989-1990  English  as  A  Second  Language  Program 

YWCA,  London,  Ontario 


1972 


Secondary  School  -  Santiago,  Chile 
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INTERESTS  Knitting,  needlework 

REFERENCES         AVAILABLE  ON  REQUEST 
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Doing  your  Resume 


Now  it  is  time  to  put  your  resume  together.  Get  the  information  you 
gathered  about  yourself.  Remember  to  be  positive  about  what  you 
have  done.  Use  your  Personal  Skills  Checklist  to  help  you. 

Remember  to: 

1.  Keep  your  resume  simple.  It  should  be  one  or  two  pages. 

2.  Be  positive! 

3.  Remember  to  sell  yourself!  Make  sure  to  write  down  what 
you  can  do. 

4.  Do  not  start  every  sentence  with  the  word  ''I" . 

5.  Be  honest.  Do  not  say  you  did  something  when  you  did  not. 

6.  Do  not  sign  or  date  your  resume. 

Do  these  steps 

1.  Fill  in  the  spaces  to  help  you  write  your  resume. 

Your  name   

Your  street  address  

Your  city  or  town  

Your  postal  code  

Your  telephone  number  and  area  code   

Job  Objective  (What  job  are  you  applying  for?)  
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Highlights  of  Skills  (Use  your  top  5  Personal  Skills.) 


Work  History  (If  you  have  not  worked,  write  down  volunteer  jobs.  You 
can  also  put  down  the  work  you  have  done  running  your  home.) 


Education  /  Training 


Interests  and  Hobbies 
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References 


Prepared  by 

(Fill  this  part  in  if  someone  helped  you  write  your  resume.) 


2.  Type  your  resume  or  have  someone  type  it  for  you. 

Make  sure  to  use  good  white  paper.  Use  dark  letters  to  make 
important  information  show  up. 

3.  Get  a  friend  to  read  your  resume. 

Ask  your  friend  to  tell  you  if  it  gives  a  good  picture  of  you  and  what 
you  can  do.  Make  any  changes  to  the  resume  that  need  to  be  made.  Get 
a  friend  to  read  your  resume  again.  Make  sure  there  are  no  spelling 
mistakes.  You  may  have  to  make  many  changes  until  your  resume  says 
exactly  what  you  want  it  to  say  and  in  the  best  way.  Remember  you 
are  selling  yourself  to  someone  who  doesn't  know  you. 

4.  Can  you  read  your  resume  without  any  help? 

If  you  can't  do  this,  have  someone  read  your  resume  into  a  tape 
recorder.  Listen  to  the  tape  many  times.  This  will  help  you  to  know 
your  resume  very  well.  This  will  also  help  you  to  answer  questions 
about  your  resume  in  a  positive  way. 


4.21 


COVERING  LETTER 


If  you  are  mailing  your  resume  you  will  need  to  have  a  covering  letter. 
The  covering  letter  will  introduce  you  to  the  employer.  The  letter  will 
tell  the  employer  a  little  about  you  so  they  will  want  to  look  at  your 
resume.  It  is  O.K.  to  repeat  some  of  the  points  that  are  in  your  resume. 

A  covering  letter  will  have  the  following  things  in  it: 

Your  mailing  address 

City  or  Town,  Province  Postal  Code 

Date 

Employer's  Name 
Title 

Company  Name 
Mailing  address 

City  or  Town,  Province  Postal  Code 
Dear  Mr.  or  Ms 

Tell  the  employer  that  you  would  like  the  job  and  why.  Let  the 
employer  know  that  you  know  something  about  the  company.  Tell  the 
employer  how  you  heard  about  the  job. 

Tell  the  person  why  you  are  applying  for  the  job.  Tell  them  about  other 
jobs  that  you  have  done  like  this  job.  In  a  few  words  tell  them  why  you 
are  the  best  person  for  the  job. 

Ask  for  an  interview.  Give  your  telephone  number.  Say  you  look 
forward  to  hearing  from  them.  Thank  them  for  considering  you. 

Sincerely, 

Your  name 

End. 
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This  is  an  example  of  a  covering  letter. 


Ill,  111  -  1  Street 
Star,  PQ  H4A  2X7 
May  10,  1996 

Clara  Clean 

Supervisor,  Housecleaning 

Hotel  California 

2222  -  2  Street 

La  Place,  PQ  H7T  3V3 

Dear  Ms.  Clean, 

I  would  like  to  apply  for  the  job  of  chambermaid  for  the  months  of 
June,  July  and  August.  I  heard  that  you  have  a  good  company  that 
encourages  teamwork.  I  am  a  friendly  person  who  works  well  in  a 
team.  I  saw  your  ad  for  chambermaids  in  the  Star  News  on 
Saturday,  May  9,  1996.  I  would  like  to  apply  for  this  position. 

I  am  interested  in  this  position  because  I  feel  I  am  qualified  and 
would  like  to  have  a  job  for  the  summer  before  going  back  to 
school.  In  the  past  I  have  cleaned  houses  for  a  housecleaning 
company.  I  enjoyed  the  work  very  much.  I  am  dependable  and 
trustworthy. 

I  would  like  to  have  an  interview  with  you  to  talk  about  this  job. 
You  can  reach  me  at  222-2222.  I  am  looking  forward  to  hearing  from 
you.  Thank  you  for  considering  me  for  this  position. 

Yours  truly, 

Tara  Team 
End. 
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step  1 . 


Write  your  covering  letter.  The  letter  should  be  about  the  job  you  are 
applying  for.  You  will  need  to  write  a  different  letter  for  each  job. 
Remember  to  put  these  things  in  your  letter. 

1.  Tell  the  person  how  you  found  out  about  the  job.  In  a  few 
words  tell  the  person  some  things  you  know  about  the 
company. 

2.  It  is  very  important  to  tell  the  employer  how  you  will  help 
them.  Let  the  employer  know  why  you  are  the  best  person 
for  the  job. 

3.  Tell  the  employer  that  you  can  come  for  an  interview 
whenever  they  would  like  to  see  you.  Give  the  employer 
your  telephone  number  or  a  number  where  messages  can  be 
left. 

Now,  use  the  form  on  the  next  page  to  write  your  covering  letter. 
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Your  address 

City  or  Town,  Province  Postal  Code 
Date 

Employer's  Name 
Employer's  Title 
Company  Name 
Address 

City  or  Town,  Province  Postal  Code 
Dear  (Mr.,  Mrs.,  Miss,  Ms) 


Sincerely, 

Your  name  (written) 

Your  name  (typed) 

End.  (this  means  enclosures) 
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step  2. 


Type  your  letter  or  ask  someone  to  type  it  for  you.  Your  letter  should 
be  one  page  long. 

step  3. 

check  the  letter  very  carefully.  Make  sure  there  are  no  spelling 
mistakes.  Make  sure  you  have  used  complete  sentences.  Give  the  letter 
to  a  friend  and  ask  them  to  read  it.  Make  any  changes. 


MAILING  YOUR  RESUME 

Mail  your  resume  and  covering  letter  in  a  large  brown  envelope. 
Do  not  fold  your  resume  or  your  covering  letter. 

Address  your  envelope  in  the  following  way: 

1.  Put  your  address  on  the  top  left  hand  corner  of  the 
envelope.  Put  your  name  on  the  first  line.  You  should  put 
your  street  address  on  the  second  line.  Put  your  city  or 
town,  province  and  postal  code  on  the  third  line. 

2.  In  the  centre  of  the  envelope  put  the  employer's  address. 
The  address  should  be  the  same  as  the  address  in  the  letter. 
On  the  first  line  put  the  employer's  name.  On  the  second 
line  put  the  employer's  title.  On  the  third  line  put  the 
company  name.  On  the  fourth  line  put  the  address.  On  the 
fifth  line  put  the  city  or  town,  province  and  postal  code. 

3.  Put  a  stamp  on  the  top  right  hand  corner  of  the  envelope. 
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4.  Check  to  make  sure  you  have  signed  your  covering  letter. 

5.  Put  your  resume  and  covering  letter  in  the  envelope. 

6.  Seal  the  envelope. 

7.  Mail  the  envelope. 


Address  your  Envelope. 


CANADA 
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Work  Check  for  Part  Four 


Writing  a  Resume 


Shade  boxes  using  the  guide  below. 

 \  I  I  can  pick  out  my  personal  skills  from  a  list 

 \  I  I  I  can  write  my  own  resume 

 \  \  I  can  write  a  covering  letter  to  go  with  my  resume 


Congratulations 


You  have  finished  part  four. 

Now  you  have  a  resume  to  help  you  in  your  job  search. 


Guide  to  shading  the  boxes 


I've  started. 

I  can  do  this  with  some  help. 

I  can  do  most  of  this  on  my  own. 

I'm  confident  and  can  do  this  on  my  own. 
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The  Job  Interview 


'7  never  thought  I  could  do  an  interview.  Once  I  learned 
how  to  prepare  and  what  they  might  ask,  I  was  ok. " 

Martha 


11 


Kim  couldn't  believe  what  a 
bad  day  he  was  having.  On 
the  way  to  a  job  interview  he  had  got  off  the  bus  a  stop  too 
early.  That  meant  he  had  to  run  the  last  2  blocks  to  get  to 
his  appointment  on  time.  Because  of  all  the  melting  snow, 
he  got  the  cuffs  of  his  pants  wet  as  he  ran.  By  the  time  he 
got  to  his  interview  he  was  in  a  bad  mood.  The  interviewer 
offered  Kim  a  cup  of  coffee,  so  he  accepted.  Kim  thought 
maybe  the  coffee  would  help  him  settle  down.  Instead  he 
choked  on  the  first  mouthful  and  was  afraid  to  drink 
anymore.  His  nervousness  was  really  showing.  Kim  could 
feel  how  sweaty  his  palms  were.  He  caught  himself  tapping 
his  pen  on  the  table  as  he  spoke.  Just  when  he  thought  the 
interviewer  was  starting  to  yell  at  him,  Kim  woke  up.  What 
a  nightmare  he'd  been  having!  All  the  practice  interviews 
he'd  been  doing  had  made  him  dream  about  one.  "Phew!" 
Kim  thought,  "At  least  the  real  thing  isn't  likely  to  be  as  bad 
as  my  nightmare." 


LOOKING  AT  YOURSELF 

We  all  form  impressions  of  people  the  first  time  we  meet.  Think  about 
how  you  look  when  you  go  for  an  interview.  Think  about  the 
impression  you  want  to  give.  Get  everything  ready  the  night  before 
the  interview. 

Here  is  a  list  of  things  to  check: 

I   i       Clothes  -  Are  they  clean  and  ironed?  Do  the  colours  go  together? 
I   i       Shoes  -  Are  they  clean  and  right  for  the  interview? 
I   i       Hair  -  Is  it  clean  and  neat? 
I   i       Make-up  -  Is  it  too  bright? 

I   i       Perfume  or  aftershave  -  Did  you  use  only  a  small  amount? 

I   i       Deodorant  -  Did  you  remember  it? 

I   i       Teeth  -  Did  you  brush  them? 

I   i       Hands  and  nails  -  Are  they  clean? 

I   i       Bath  or  shower  -  Did  you  remember? 

Are  there  any  things  you  need  to  work  on  about  your  appearance? 
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HOW  OTHERS  SEE  YOU 


Don't  forget: 

The  way  you  dress  and  act  tells  people  about  the  kind  of  worker  you 
will  probably  be.  The  interview  really  begins  the  minute  you  step  into 
the  store  or  office.  The  receptionist  will  form  the  first  impression  of 
you.  Sometimes  a  boss  will  ask  the  receptionist's  opinion  of  the  people 
coming  for  interviews. 

Here  are  some  suggestions  about  other  ways  you  can  make  a  positive 
impression  on  people. 

1.  Clothing 

It's  a  good  idea  to  dress  a  little  more  formally  for  a  job  interview 
than  you  would  to  go  to  work  everyday.  If  you  would  normally 
wear  jeans  and  a  t-shirt  to  work,  wear  a  clean  pair  of  pants  and  a 
sports  shirt  to  the  interview.  A  suit  would  not  be  appropriate.  A 
nice  dress  or  skirt  and  jacket  is  a  good  interview  outfit  for  women 
applying  for  office  or  retail  work.  Men  can  wear  a  sports  jacket  and 
perhaps  a  tie  depending  on  the  kind  of  business.  Try  to  get  an  idea 
of  what  to  wear  by  going  to  the  company  before  the  interview  and 
looking  at  the  people  who  work  there.  You  can  do  this  when  you 
drop  off  your  resume  or  pick  up  an  application  form. 
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2.  Body  language 


The  way  you  walk,  stand  and  sit  can  say  a  lot  about  you. 

•  Stand  tall  with  your  shoulders  back  and  you  will  give  an 
impression  of  confidence. 

•  Be  prepared  to  shake  hands  when  you  go  into  the  interview. 

•  If  you  sit  in  an  interview  with  your  arms  crossed,  the 
interviewer  may  think  you  are  feeling  defensive  or  negative.  If 
you  sit  with  your  hands  in  your  lap  or  on  the  table  in  front  of 
you,  the  interviewer  will  think  you  are  more  "open"  and 
honest  about  how  you  feel. 

•  Try  not  to  play  with  anything  during  the  interview.  When  you 
are  nervous,  it  is  easy  to  play  with  your  pen  or  a  piece  of 
jewelry.  You  may  not  notice  it,  but  it  can  bother  the 
interviewer.  Sitting  with  your  hands  folded  in  your  lap  or  on 
the  table  will  stop  you  from  playing  with  your  rings  or  pens. 

3.  Facial  expression 

Your  face  can  tell  as  much  as  your  words.  For  example,  you  may 
say,  "I  am  not  angry  about  being  fired,"  but  your  face  looks  angry. 
Another  person  will  not  likely  believe  your  words  if  your  facial 
expression  is  different.  In  an  interview,  try  to  have  a  pleasant, 
interested  expression  on  your  face.  Do  not  be  afraid  to  smile  often. 
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WHAT  EMPLOYERS  WANT 

If  you  were  an  employer,  what  kind  of  workers  would  you  want? 


Alan  got  a  job  washing  hair  at  a  hair  salon.  The  owner  told 
him  that  he  had  to  start  work  at  8:30  a.m.  Alan  arrived  at 
8:30  a.m.  the  first  day.  The  owner  was  annoyed.  She 
explained  to  Alan  that  if  he  starts  work  at  8:30  a.m.,  he  has 
to  be  at  work  1 0  or  1 5  minutes  before  that.  She  reminded 
him  that  he  has  to  get  the  supplies  ready  and  put  on  his 
smock  before  starting  work.  Alan  apologized.  He  took  the 
owner's  criticism  and  learned  from  his  mistake.  After  that 
he  got  to  work  15  minutes  early.  Alan  learned  his  job 
quickly.  A  few  days  later  his  boss  complimented  him  on  his 
positive  attitude. 
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In  addition  to  technical  skills,  employers  want  people  who: 

•  are  punctual 

•  can  work  regular  hours  but  will  work  different  hours  if 
needed 

•  don't  miss  work 

•  are  reliable  (they  can  be  counted  on) 

•  are  honest  and  admit  mistakes 

•  learn  from  their  mistakes 

•  can  take  constructive  criticism 

•  work  well  with  other  people 

•  have  a  positive  attitude 

GETTING  AN  INTERVIEW 

If  an  employer  thinks  maybe  you  have  the  skills  and  experience  for  the 
job,  you  will  get  a  phone  call.  You  will  be  asked  to  go  to  an  interview. 
Be  sure  to  write  down  all  the  information  about  the  interview.  Get  the 
following  information: 

the  time  of  the  interview 
the  address 

the  location  -  building,  floor,  office  number 
where  to  park  or  what  bus  to  take 
the  name(s)  of  the  interviewer(s) 
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□ 
□ 
□ 
□ 
□ 


If  other  people  in  your  home  answer  the  phone,  tell  them  that  you  may 
get  a  call  for  an  interview.  Ask  them  to  write  down  the  message 
carefully. 


Memo: 


To:. 


Date: 


From: 


Phone  Number: 


Message 


PRE-INTERVIEW  CHECKLIST 

You  will  be  less  nervous  if  you  prepare  for  your  interview.  Here  are 
some  things  you  can  do.  Use  this  checklist  as  a  reminder. 

1.  The  day  before  the  interview 

I   i       Did  you  get  information  about  the  company?  You  could  ask 
people  you  know  or  ask  at  the  public  library. 

I   i       Have  you  read  over  information  you  have  about  the  job  you 
are  being  interviewed  for?  This  includes  the  job  ad,  if  there 
was  one. 
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I   i       Have  you  reviewed  your  resume? 

I   i       Did  you  ask  people  if  you  could  use  them  as  references? 

□       Have  you  thought  of  examples  of  the  work  you  have  done  and 
the  experience  you  have? 

I   i       Have  you  practiced  your  answers  to  possible  interview 
questions  with  someone? 

Think  of  one  or  two  questions  you  want  to  ask  about  the  job  or  the 
company.  This  shows  an  interest  in  the  job  and  the  company.  Write 
your  questions  here. 


2.  The  day  of  the  interview 


□ 

Do  you 

have  your  resume? 

□ 

Do  you 

have  your  reference  page? 

□ 

Do  you 

have  a  pen? 

□ 

Do  you 

know  the  time  of  the  interview? 

□ 

Do  you 

know  the  address  of  the  company? 

□ 

Do  you 

know  the  bus  route  or  where  to  park? 

□ 

Do  you 

know  the  name  of  the  person  to  ask  for? 
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3.  Things  to  remember  in  the  interview 

•  Think  positively. 

•  Try  to  relax.  Take  some  deep  breaths. 

•  Listen  carefully. 

•  Ask  if  you  don't  understand  a  question. 

•  Speak  clearly. 

•  Show  interest  in  the  job. 

•  Smile. 

•  Look  at  the  interviewer  when  you  are  talking.  If  there  are  two 
interviewers,  look  at  both  of  them  even  if  one  person  asks  all 
the  questions. 

THE  PARTS  OF  AN  INTERVIEW 

Interviews  are  usually  divided  in  three  parts. 

Part  1.  Small  talk 

The  interviewer  may  talk  about  the  weather  or  ask  if  you 
had  trouble  finding  the  company.  That  kind  of  small  talk  is 
to  help  both  of  you  relax. 

Part  2.  Interviewer's  questions  - 

This  is  the  main  part  of  the  interview. 

Part  3.  Your  questions  - 

Near  the  end  of  the  interview,  the  interviewer  will  usually 
ask  you  if  you  have  any  questions.  This  is  a  sign  that  the 
interview  is  almost  finished. 
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ANSWERING  INTERVIEW  QUESTIONS 


Interviewers  want  to  know  how  you  would  handle  different  situations 
that  might  come  up  on  the  job. 

If  you  are  applying  to  work  in  a  restaurant,  the  interviewer  might  ask: 
"What  would  you  do  if  a  very  drunk  customer  comes  in  and  demands 
to  be  served?" 

What  would  you  say? 


If  you  are  applying  for  construction  work,  the  interviewer  might  ask: 
"What  would  you  do  if  you  saw  another  worker  have  an  accident?" 

What  would  you  say? 


For  a  factory  job,  the  interviewer  might  ask:  "What  would  you  do  if 
you  saw  a  co-worker  steal  something  that  belonged  to  the  company?" 

What  would  you  say? 
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How  would  you  handle  this  situation? 


What  do  you  do  if  you  don't  understand  something  in  the  interview? 


What  do  you  say? 


If  you  find  these  questions  difficult,  go  back  to  the  list  of  what 
employers  want  on  page  5.5.  Try  to  include  some  of  those  points  in 
your  answers.  Here  are  some  of  the  things  interviewers  would  want 
to  hear: 

•  You  will  try  to  do  your  best. 

•  You  will  be  polite  to  customers. 

•  If  you  have  a  serious  problem,  you  will  ask  your  supervisor 
for  help.  (You  do  not  have  to  solve  every  problem  yourself.) 

•  You  can  solve  some  problems  by  talking  to  a  co-worker. 

Employers  do  not  want  their  employees  to  run  to  their  supervisors  for 
help  all  the  time. 

Employers  often  ask  about  your  past  experience.  They  want  to  know 
what  you  have  done.  Your  answers  will  show  them  how  you  think. 
They  will  also  see  what  you  think  is  important. 
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Think  of  a  time  when  you  did  the  things  in  the  Hst  below.  Not  all  of 
them  will  apply  to  you.  Your  example  does  not  have  to  be  from  a  paid 
job. 


Give  an  example  of  a  time  when: 

•  you  had  to  meet  a  deadline 


•  you  made  a  mistake  and  you  had  to  correct  it 


•  you  learned  a  new  way  of  doing  something 


•  you  worked  as  part  of  a  team 


•  you  provided  excellent  customer  service 


•  you  had  to  handle  an  angry  customer 
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Describe: 


the  machines  or  equipment  you  can  use 

(for  example:  cash  register,  computer,  backhoe,  power  tools) 


what  your  strengths  (skills)  are 


what  your  weaknesses  are 


Remember:  You  want  to  say  only  positive  things  about  yourself.  Don't 
put  yourself  down.  Even  when  you  are  asked  about  your  weaknesses, 
you  need  to  show  that  you're  trying  to  work  on  them.  For  example, 
you  may  say  that  one  of  your  weaknesses  is  not  being  able  to  read 
well.  You  also  need  to  say  that  you  are  working  to  improve  your 
reading.  That  is  positive.  It  shows  you  are  trying  to  change. 


Some  other  questions  to  practice  are: 
Why  do  you  want  this  job? 


Tip:  Don't  say  that  you  need  a  job.  Say  something  about  the  kind  of 
work  and  your  skills  and  interests.  Tell  the  interviewer  how  you  can 
help  the  company. 
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why  should  we  hire  you? 


Tip:  This  is  your  chance  to  remind  the  interviewer  of  some  of  your 
skills.  You  can  talk  about  what  makes  you  a  good  worker. Why  did 
you  leave  your  last  job? 

Why  did  you  leave  your  last  job? 


Tip:  You  shouldn't  lie  if  you  were  fired.  Try  to  explain  it  as 
positively  as  possible.  You  can  say  that  you  learned  something  from 
the  experience. 

It  is  important  to  practice  your  answers  to  interview  questions.  The 
questions  you  find  the  hardest  are  the  ones  you  need  to  practice  the 
most.  Ask  someone  to  give  you  feedback  about  your  answers.  That 
person  can  help  you  be  positive  about  yourself  and  your  experience. 

Make  a  list  of  at  least  six  questions  you  need  to  practice  with  someone. 

1.  

2.  

3.  

4.  

5.  

6.  
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HUMAN  RIGHTS  QUESTIONS 


Sometimes  employers  ask  questions  that  are  against  human  rights  law. 
Employers  are  not  supposed  to  ask  about  your  age,  religion,  place  of 
birth,  marital  status,  family  or  any  disabilities.  They  are  supposed  to 
ask  questions  that  relate  to  how  you  can  do  your  work. 

Employers  may  not  know  that  such  questions  are  not  acceptable.  You 
have  to  decide  how  you  will  answer  these  questions.  You  may  decide 
to  answer  them.  Or  you  may  decide  to  politely  refuse  to  answer  them. 


Anna  hoped  she  would  get  the  job.  She  wanted  to  make  a 
good  impression  in  the  interview.  "How  many  children  do 
you  have?"  asked  the  interviewer.  Anna  knew  that  the 
question  was  against  Human  Rights  law.  She  wanted  to  say, 
"That's  none  of  your  business."  Anna  knew  why  the 
interviewer  asked  the  question.  She  answered,  "I  guess  you 
want  to  know  about  my  children  because  you  are  worried  I 
will  miss  work.  I  have  a  very  good  babysitter  and  my  sister 
can  help  with  child  care  if  they  are  sick."  The  interviewer 
looked  happy  with  her  answer. 


If  you  want  to  find  out  more  about  Human  Rights  in  your  province, 
look  in  the  telephone  book  for  "Human  Rights"  under  the  provincial 
government. 
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INTERVIEW  REMINDERS 


•  Be  positive;  don't  say  bad  things  about  yourself. 

•  Don't  say  anything  negative  about  another  company  or 
employer. 

•  If  you  don't  understand  a  question,  ask  the  interviewer  to 
repeat  it.  You  can  also  ask  the  interviewer  to  ask  the  question 
in  a  different  way. 

•  Answer  questions  with  more  than  a  "yes"  or  "no"  but  be 
careful  not  to  talk  too  much. 

•  Be  honest. 

QUESTIONS  YOU  CAN  ASK 

The  interviewer  will  probably  ask  you  if  you  have  any  questions. 
It  is  good  to  ask  one  or  two  questions.  It  shows  you  are  interested. 

Here  are  some  questions  you  can  ask. 

•  What  are  the  hours  of  work? 

•  Is  there  any  orientation  or  training  for  new  employees? 

•  When  will  you  make  a  decision  about  who  you  are  hiring? 

•  When  will  the  job  start? 

•  How  many  people  will  I  be  working  with?  Who  will  I 
report  to? 

At  the  end  of  the  interview,  thank  the  interviewer.  Some  people  write 
a  thank  you  card  and  drop  it  off  the  day  after  the  interview.  Other 
people  telephone  to  say  thank  you  for  the  interview.  After  about  a 
week,  if  you  do  not  get  a  phone  call  from  the  company,  you  can  call 
and  ask  if  they  have  made  a  choice. 
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WAYS  TO  PRACTICE 


It  is  important  to  prepare  for  an  interview.  These  are  some  ways  you 
can  practice. 

•  Write  out  your  answers  to  questions  and  read  them  aloud. 

•  Do  a  roleplay.  Write  out  the  questions  and  give  them  to  a 
friend. 

•  Videotape  a  roleplay  so  you  can  see  how  you  look. 

•  Tape  record  your  answers  and  listen  to  them.  Ask  someone 
else  to  listen  to  them  with  you. 
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Work  Check  for  Part  Five 


The  Job  Interview 

Shade  boxes  using  the  guide  below. 

I  I  I  know  how  to  get  ready  for  a  job  interview 

I    I  I  I  know  what  to  do  during  a  job  interview 

I  I  I  able  to  answer  interview  questions 

I  I  I  can  Hst  questions  to  ask  during  a  job  interview 


Congratulations 


You  have  finished  part  five.  Now  you  are  ready  for  your  own  job 
interviews. 


Guide  to  shading  the  boxes 

I've  started. 

I  can  do  this  with  some  help. 
I  can  do  most  of  this  on  my  own. 
I'm  confident  and  can  do  this  on  my  own. 
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Forms 


■  '  '  '  '  '  '  '  "■''■"■^ 


When  Stan's  wallet  was 
stolen,  he  lost  his  Social 


Insurance  card.  He  didn't  think  it  was  really  a  problem.  He 
knew  his  SIN  number  by  heart.  That  week  Stan  went  to 
school  to  register  for  a  course.  He  had  to  fill  out  an 
application  form.  He  had  no  problem  writing  down  his  SIN 
number  on  the  application.  A  few  days  later,  Stan  got  a  call 
from  the  school.  "There's  a  mistake  on  your  application.  It's 
not  possible  to  have  a  SIN  number  like  the  one  you  wrote 
down.  Bring  your  Social  Insurance  card  to  school  as  soon  as 
possible.  We  have  to  correct  the  form  before  we  can 
register  you."  Stan  had  to  go  to  the  federal  government  to 
apply  for  another  Social  Insurance  card.  He  had  to  fill  out 
another  form  there.  In  the  end  his  mistake  on  one  form 
made  more  work  for  him. 


PREPARING  A  PERSONAL  DATA  SHEET 

A  personal  data  sheet  is  a  card  for  your  wallet  with  the  following 
information  on  it. 


Full  Name 


Address  and  postal  code 


Telephone  number 
Date  of  birth  


Social  Insurance  Number  (SIN) 
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TYPES  OF  APPLICATIONS 


Everywhere  you  go,  people  ask  you  to  fill  out  forms.  Many  of  them  are 
application  forms.  These  are  some  of  them: 

•  job  applications 

•  applications  for  benefits.  Health  Care 

•  applications  to  take  a  course 

•  applications  to  get  a  subsidy,  for  example  for  day  care, 
housing  or  school 

•  application  to  renew  a  driver's  licence  or  insurance 

•  application  to  open  a  bank  account 

TIPS  FOR  FILLING  OUT  FORMS 

•  Use  your  data  sheet. 

•  Ask  for  2  copies  or  make  a  photocopy.  Use  the  extra  one  as  a 
practice  form. 

•  Take  the  forms  home  so  you  can  do  a  good  job. 

•  Print.  Don't  use  handwriting. 

•  Use  pen. 

•  Always  put  something  in  the  blank  spaces. 

•  Write  "n/ a"  (not  applicable)  instead  of  leaving  a  blank  space. 

•  Be  honest.  An  employer  can  fire  you  for  lying. 

•  Keep  a  copy  of  the  application  if  possible.  It  will  help  you  fill 
out  the  next  one. 

Following  are  two  application  forms  for  you  to  practice  filling  out.  Ask 
someone  to  look  them  over  when  you  are  finished. 
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APPLICATION  FOR  EMPLOYMENT 

Please  print  or  type. 

S.I.N.                             Position  Applied  For 

Date  Available 

Surname                        First  Middle 

Phone 

Address                         City  Province 

Postal  Code 

EDUCATION  (List  highest  level  first) 

School                           Grade  Date 
Completed                     Completed  Received 

Diploma 

EMPLOYMENT  (Most  recent  employer  first) 

Company  Name              From  To 

Position  Held 

Address 

Supervisor 

Reason  for  leaving 

Company  Name              From  To 

Position  Held 

Address 

Supervisor 

Reason  for  leaving 

Company                       From  To 

Position  Held 

Address 

Supervisor 

Reason  for  leaving 
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REFERENCES  (List  2  people,  not  relatives.) 

Name  Address 


Telephone 


Occupation  Length  of  time  known 


Name  Address 


Telephone 

Occupation  Length  of  time  known 


Are  you  bondable?  Qj  Yes  Qj  No 

Are  you  willing  to  relocate?  Yes  Q[  No 


Do  you  have  relatives  working  here?  Qj  Yes  No 


OTHER  INFORMATION 

List  hobbies,  sports,  interests,  clubs,  volunteer  work. 
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APPLICATION  FOR  A  BANK  ACCOUNT 

Name       Mr.       Mrs.  Qj  Miss  Q  Ms.  Account  Number 

Description 

Birth  date        Height/ Weight        Hair  Eyes 
(mm/  dd/yy) 

Type  of  account 

Signature  Date  (mm /dd/yy) 


FORMS  IN  THE  WORLD  AROUND  YOU 

Your  personal  data  sheet  can  help  you  with  all  the  forms  you  have  to 
fill  out.  Many  things  you  do  require  forms.  For  example,  there  are: 

•  order  forms 

•  refund  forms 

•  tax  forms 

•  school  and  day  care  forms  -  parent  surveys,  permission  forms 

•  membership  forms  -  library,  community  association,  clubs 

•  entry  forms  for  contests,  lotteries 

•  information  at  a  doctor's  or  dentist's  office 

•  video  club  forms 
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Many  of  these  forms  are  available  in  your  community.  If  you  would 
like  to  practice  filling  them  out  ask  for  an  extra  form  or  make  a 
photocopy. 


Example:  Contest  Form 

ENTER  THIS  DRAW  TO  WIN  A  TRIP  TO  NEW  YORK  CITY! 

Name:  

Address:  

City:  Prov:  Postal  Code:  

Write  one  sentence  about  why  you  would  like  to  go  to  New  York. 

The  lucky  winner's  name  will  be  drawn  on  September  30. 

Send  to:  New  York,  New  York,  Box  2324,  Little  York,  PE  CO  A  IPO 


Example:  Registration  for  Child's  School 

Student  Registration  Form  -  Part  One  Please  print  (press  firmly) 

Surname  

Full  given  legal  names  

Name  called  by   

Address  

Postal  Code   Phone  .  

Birthdate  Birthplace  

Year /Month /Day 
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student  Registration  Form  -  Part  Two 

Status  [^Canadian  Citizen  [^Landed  Immigrant  Q Student  Visa 
Sex      QMale  Qj  Female 

Language  spoken  at  home 

Q  English  Q  French         Q  Other   

Doctor's  name  and  phone  number  

Last  school  attended  

Address  

Grade  completed  Year  

Father/  Guardian  

Address   Home  Ph.  

  Bus.  Ph.  

Mother /Guardian  

Address  Home  Ph.  

 Bus.  Ph.  

Emergency  Ph.   [^Relative      Qj Other 

Name  (Mr. /Mrs. /Ms.)  


6.8 


CHECKLIST  FOR  FORMS 

I   i  Did  you  print  clearly? 

I   t  Did  you  use  a  pen  and  not  a  pencil? 

I   \  Did  you  check  your  facts?  Make  sure  the  information 
is  correct. 

I   i  Did  you  check  your  spelling? 

I   i  Did  you  put  something  in  all  the  boxes  or  spaces? 

I   i  Did  you  have  someone  else  look  it  over? 


Remember:  Keep  your  Personal  Data  Sheet  up  to 
date.  Follow  the  checklist.  The  forms  in  your  life 
will  be  easier  to  do. 
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Work  Check  for  Part  Six 

Forms 


Shade  boxes  using  the  guide  below. 

I    I    I  can  prepare  a  personal  data  sheet 
I    I    I    I  can  fill  out  application  forms 


Congratulations 

You  have  finished  part  six. 

You  now  have  the  skills  to  fill  out  your  own  forms. 


Guide  to  shading  the  boxes 


I've  started. 

I  can  do  this  with  some  help. 

I  can  do  most  of  this  on  my  own. 

I'm  confident  and  can  do  this  on  my  own. 
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What  Next? 

Things  to  think  about  after 
you  get  a  job. 


"This  part  helped  me  at  home  too.  Like  most  of  this  book 
it's  not  just  about  a  job  search,  it's  about  what  you  do 
every  day. " 


].S. 


Antonia  has  been  attending 
a  literacy  class  but  now  has 


a  job  so  she  can't  go  to  the  class  during  the  day.  She  is 
happy  to  be  working.  Just  because  she  has  a  job  she  does 
not  have  to  stop  learning  to  read  and  write.  Antonia  is 
happy  about  this  but  she  doesn't  know  where  to  find  a 
program  that  has  a  class  at  night.  Her  sister  helps  her  to 
look  in  the  Yellow  Pages  of  the  telephone  book  under 
Learn.  On  this  page  they  find  the  literacy  programs  in  their 
community.  The  next  day  at  lunch  time  Antonia  telephones 
the  literacy  programs  to  find  out  which  one  is  the  best  for 
her.  After  talking  to  people  in  each  program  she  chooses 
one.  She  does  not  have  to  worry  about  missing  work 
because  she  can  meet  with  a  tutor  at  night.  Antonia  is 
happy  to  know  that  she  can  continue  to  learn  to  read  and 
write.  She  knows  that  this  will  help  her  at  work. 
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WHY  CONTINUE  WITH  LITERACY? 


You  are  probably  in  a  literacy  program  now.  After  you  find  a  job  it  will 
be  important  for  you  to  stay  in  your  literacy  program.  Learning  to 
improve  your  reading  and  writing  does  not  stop  because  you  have  a 
job.  You  will  need  to  keep  up  your  reading  and  writing  so  you  can  use 
these  skills  at  work  and  at  home. 

It  can  help  you  in  these  ways: 

•  may  help  you  to  get  a  better  job  in  the  company 

•  may  make  it  easier  for  you  to  change  jobs 

•  could  help  you  work  with  your  children  on  their  homework 

•  could  help  you  read  everyday  things  like  the  newspaper, 
recipes  or  the  TV  guide. 

Can  you  think  of  any  other  reasons  why  you  would  like  to  continue  to 
learn  to  read  and  write?  Write  your  reasons  here. 

1.  

2.  

3.  

Your  tutor  or  teacher  will  be  able  to  help  you  learn  the  words  you  need 
to  know  to  do  your  job.  Staying  in  a  literacy  program  is  important  for 
you  so  that  you  can  learn  more  and  feel  good  about  yourself. 
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TYPES  OF  LITERACY  PROGRAMS 

Workplace  Literacy 

Some  companies  have  literacy  programs  for  their  workers.  These 
programs  are  called  "Workplace  Literacy  Programs".  The  workers  in 
these  programs  learn  to  read  and  write  the  words  they  need  to  know 
to  do  their  job.  You  may  find  out  about  the  program  in  the  following 
ways: 

•  You  could  ask  in  the  Human  Resources  department. 

•  You  may  also  find  out  about  the  program  when  the  person  in 
charge  of  it  comes  and  tells  you  about  it.  She  may  tell  you 
what  time  the  program  is  and  where  the  program  is  held. 

•  Some  of  the  people  who  go  to  the  program  may  tell  you  about 
the  program  because  they  are  going.  They  may  ask  you  to 
come  with  them  to  see  what  the  program  is  like. 

Workplace  literacy  programs  will  be  very  helpful  to  you.  If  you  have  a 
hard  time  reading  and  writing  at  work  it  will  be  important  for  you  to 
go  to  the  literacy  program.  Good  luck  with  your  learning! 

Part-time  Literacy  Programs 

There  are  many  kinds  of  literacy  programs.  There  are  literacy 
programs  in  small  towns  and  big  cities.  If  you  work  during  the  day, 
there  are  often  evening  programs.  If  you  work  during  the  evening  or 
at  night,  there  are  day  programs.  The  programs  try  very  hard  to  meet 
your  needs. 
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Step  1:  Finding  a  program 


Look  in  the  Yellow  Pages  under  "Learn".  There  you  will  find  all  the 
literacy  programs  where  you  live  or  you  will  find  a  1  -  800  number  to 
call.  The  1  -  800  number  is  free.  Someone  will  tell  you  about  the 
programs.  Other  places  where  there  might  be  literacy  programs  are: 

•  Board  of  Education,  Continuing  Education  Department 

•  Community  College  programs 

•  University  Reading  Clinics 

•  YWCA/YMCA  programs 

•  Learning  Disability  Association 

•  Public  Library 

Look  up  the  LEARN  page  in  your  telephone  book.  List  what  you 
found. 
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step  2:  Telephone  each  literacy  program. 


Ask  to  speak  to  the  person  in  charge.  When  you  are  talking  with  the 
person  in  charge  ask  about  their  program.  Some  questions  you  may 
want  to  ask  are: 

•  How  can  I  get  into  the  program? 

•  How  many  hours  will  I  have  to  go  to  the  program  each  week? 

•  Do  I  have  to  go  to  a  class  or  can  I  work  with  a  tutor  close  to 
where  I  live? 

•  Is  there  any  cost  for  the  program? 

•  Do  I  have  to  write  a  test  first? 

Remember  to  ask  the  person's  name  and  how  to  spell  it  so  you  can  ask 
to  speak  to  that  person  again. 

Can  you  think  of  any  other  questions?  Write  them  below. 


Step  3:  Getting  into  the  program 

when  you  have  chosen  a  program,  you  will  need  to  make  an 
appointment.  Telephone  the  program  and  ask  to  speak  to  the  person  in 
charge.  Tell  that  person  you  would  like  to  make  an  appointment. 
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Step  4:  Application  form 

Some  programs  may  ask  you  to  fill  out  an  application  form.  Fill  out 
the  form  below  and  take  it  with  you. 

NAME   

(Last)  (First)  (Middle  Initial) 

ADDRESS  

(Street  Address) 


(City  or  Town)        (Province)         (Postal  Code) 

BIRTHDATE  

Day /Month /Year 

SOCIAL  INSURANCE  NUMBER  

TELEPHONE  NUMBER  (Home)   

(Work)   

(Emergency)  
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LITERACY  GOALS 


Read  the  following  stories  about  people  who  are  working.  Each  person 
has  difficulty  with  reading  or  writing  at  work. 

i  Mario  is  a  janitor.  He  has  to  work  with  many  cleaning 

I  solutions.  Some  of  these  solutions  are  dangerous  if  they 

1  touch  his  skin.  They  are  also  dangerous  if  they  are  mixed 

1  together.  Mario  needs  to  take  a  WHMIS  course  so  he  knows 

i  how  to  work  with  the  cleaning  solutions.  Mario  has  a  hard 

i  time  reading.  He  is  very  worried  about  taking  the  course. 

I  Can  you  help  him? 


Sasha  is  working  in  a  day  care  centre.  She  loves  her  job.  In 
order  to  keep  working  at  the  day  care  she  must  take  the  St. 
John's  Ambulance  First  Aid  course  for  children.  Sasha  can 
read  simple  children's  stories  but  she  can't  write  much  more 
than  her  name.  Sasha  is  very  worried  about  taking  the 
course.  Can  you  help  her? 


Mustafa  is  working  in  a  factory.  He  has  to  work  with  many 
machines.  Mustafa  can  speak  English  quite  well.  He  has 
made  many  friends.  This  job  is  a  good  paying  job. 
Sometimes  a  machine  breaks  down.  Mustafa  knows  where 
the  manual  to  fix  the  machine  is  kept  but  he  can't  read  the 
words.  Once  he  tried  to  fix  the  machine  by  looking  at  the 
pictures.  This  caused  a  bigger  problem  because  two  of  the 
parts  looked  very  much  the  same.  Now  Mustafa  has  to  ask 
someone  to  help  him.  This  is  not  good  because  the  other 
person  has  to  stop  working  to  help  Mustafa.  What  can 
Mustafa  do  so  he  doesn't  have  to  ask  for  help? 
Can  you  help  him? 
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Janna  works  in  the  kitchen  of  a  nursing  home,  janna  likes 
this  job  because  she  likes  to  cook  and  wants  to  get  her 
cook's  papers.  Janna  works  the  morning  shift.  Sometimes 
the  person  who  closes  the  kitchen  at  night  leaves  a  note  for 
the  people  who  work  in  the  morning.  Once  Janna  found 
the  note.  Janna  thought  she  could  read  the  note.  She 
thought  she  was  following  the  directions  in  the  note.  She 
thought  the  note  said  to  add  salt  to  the  soup  stock  that 
was  going  to  be  used  that  day.  What  the  note  said  was  "Do 
not  add  salt".  The  soup  stock  was  ruined.  Janna  was  told  if 
she  made  another  mistake  like  that  she  would  lose  her  job. 
What  can  Janna  do?  Can  you  help  her? 


Joe  is  a  labourer  for  a  small  construction  company.  He 
works  outside  most  days  but  today  he  is  having  a  coffee  in 
the  shack.  The  telephone  rings.  He  is  all  by  himself.  Joe 
answers  the  telephone.  It  is  a  supply  company.  They  want 
to  leave  a  message  for  Joe's  foreman.  Joe  thinks  he  can 
remember  the  name  of  the  person  calling,  the  company 
name  and  the  telephone  number.  He  also  thinks  he  can 
remember  the  message.  Joe  does  not  write  anything  down 
because  he  is  afraid  he  will  spell  something  wrong.  When 
Joe  sees  his  foreman  he  gives  him  the  message  he 
remembers.  Soon  Joe's  foreman  is  back  telling  him  that  the 
telephone  number  is  wrong.  Joe  tries  to  remember  the 
number  but  he  can't.  Can  you  help  Joe? 


Now  that  you  have  read  the  stories,  choose  one  or  two  stories  you  Uke. 
Follow  the  goal  setting  steps  to  help  the  person  overcome  their 
reading  or  writing  difficulty. 
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STORY  1 


STEP  1:   What  skills  does  this  person  need  to  be  able  to 
read  and  write  at  work? 


STEP  2:   Choose  the  skill  that  is  most  important. 


STEP  3:   With  your  tutor  or  teacher  think  of  activities 
that  will  help  the  person. 

Going  to  work  on  Activity 


STEP  4:   Tell  how  the  person  will  know  when  they  have  reached 
their  goal. 


7.9 


STORY  2 


STEP  1:   What  skills  does  this  person  need  to  be  able  to  read  and 
write  at  work? 


STEP  2:   Choose  the  skill  that  is  most  important. 


STEP  3:   With  your  tutor  or  teacher  think  of  activities  that  will  help 
the  person. 

Going  to  work  on  Activity 


STEP  4:   Tell  how  the  person  will  know  when  they  have  reached 
their  goal. 
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YOUR  LITERACY  GOALS 


When  you  get  your  job  there  will  be  two  kinds  of  goals  you  can  set  for 
yourself.  The  first  kind  of  goals  are  those  for  work.  You  may  want  to 
get  someone  to  help  you  think  about  what  you  need  to  learn  and  how 
you  are  going  to  learn  it.  Do  these  steps  to  help  you  set  your  work 
goals. 

Goals  for  Work 

STEP  1:   Think  about  what  you  want  to  do.  What  do  you  want  to  be 
able  to  read  and  write  at  work? 

At  work  I  would  like  to: 


STEP  2:   Choose  the  one  that  is  most  important. 


STEP  3:   With  your  tutor  or  teacher  think  of  activities  that  will 
help  you. 

I  am  going  to  work  on  Activity 
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STEP  4: 


Think  about  how  you  will  know  when  you  have  reached 
your  goal.  What  will  you  be  able  to  do  when  you  reach 
your  goal? 


STEP  5:   From  time  to  time  stop  and  look  back  at  what  you  have 

done.  Think  about  what  you  have  learned  so  far.  How  are 
you  feeling  about  your  work?  Do  you  think  you  have  moved 
ahead?  What  can  you  do  now  that  you  could  not  do  before? 
Is  there  anything  you  still  feel  you  need  to  work  on? 

STEP  6:   Now  that  you  have  reached  your  goal  it  is  time  to  set  some 
new  goals  for  your  reading  and  writing  at  work.  Learning 
never  stops! 

Goals  for  everyday  literacy 

The  second  kind  of  goals  are  everyday  literacy  goals.  Do  you  want  to 
be  able  to  read  to  your  children?  Do  you  want  to  be  able  to  help  them 
with  their  homework?  Do  you  want  to  be  able  to  write  a  grocery  list? 
Do  you  want  to  be  able  to  do  your  banking?  Do  you  want  to  be  able  to 
read  a  car  repair  manual?  Do  you  want  to  be  able  to  read  the  sports 
page?  Once  again  you  may  want  to  get  someone  to  help  you  think 
about  what  you  need  to  learn  and  how  you  are  going  to  learn  it. 
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Do  these  steps  to  help  you  set  your  goals. 

STEP  1:  What  do  you  want  to  be  able  to  read  and  write  at  home? 
At  home  I  would  like  to: 


STEP  2:   Choose  the  one  that  is  most  important  for  you  to  be  able 
to  do. 


STEP  3:   With  your  tutor  or  teacher  think  of  activities  that  will 
help  you. 

I  am  going  to  work  on  Activity 
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STEP  4: 


Think  about  how  you  will  know  when  you  have  reached 
your  goal.  What  will  you  be  able  to  do  when  you  reach 
your  goal? 


Step  5:     From  time  to  time  stop  and  look  back  at  what  you  have 

done.  Think  about  what  you  have  learned  so  far.  How  are 
you  feeling  about  your  learning?  Do  you  think  you  have 
moved  ahead?  What  can  you  do  now  that  you  could  not  do 
before?  Is  there  anything  you  still  feel  you  need  to  work  on? 

Step  6:     Now  that  you  have  reached  your  goals  it  is  time  to  set  some 
new  goals  for  your  reading  and  writing  at  home.  Learning  is 
life  long.  Enjoy  your  learning.  Feel  proud  of  what  you  can  do! 
Good  luck! 
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Work  Check  for  Part  Seven 

What  Next? 


Shade  boxes  using  the  guide  below. 

 \  \  I  I  can  find  a  literacy  program  in  my  community 

I    I    I    I  can  help  others  with  their  literacy  goals 
I    I    I    I  can  choose  literacy  goals  for  myself 


Congratulations 

You  have  finished  part  seven,  "What  Next?". 
Good  luck  learning  and  setting  new  goals. 


Vi  :  

>^nK    Guide  to  shading  the  boxes 


I've  started. 

I  can  do  this  with  some  help. 

I  can  do  most  of  this  on  my  own. 

I'm  confident  and  can  do  this  on  my  own. 
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